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Drop Shipment Appointment System (DSAS) Web

The Drop Shipment Appointment System (DSAS) Web application was
designed to efficiently collect and monitor drop shipment appointment data
for the US Postal facilities using state-of-the-art Internet technology.
Appointments are entered by an approved mailer or by a US Postal Service
facility drop shipment coordinator. Once this is done, no further action is
required. When the shipment reaches its intended destination, the drop
shipment coordinator for the receiving postal facility updates the appointment
record with actual arrival date and time information by closing out the
appointment. For Web DSAS technical support call 1-800-USPSHELP (choose
the following options, 1 for Minneapolis, 2 for Customer Support, 8 for Drop
Shipment) located in Minneapolis, MN.

The DSAS Web address is http://208.62.149.134

Drop Shipment

| = | POSTAL SERVICE gﬁsﬂg:itmmt

o= | UNITED 5TATES

-
- Drop Shipment
i
L% Appointment
Close-Out /™%
System
Information
Calendar
Contacts
Reagistration
Home Page
)

DSAS ™%
User Guide
Facility “y
Conditions
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Appointment Process (Introduction)

¥ Appointmant
{ Process

The Appointment Process feature will display the DSAS Login screen. To gain
""""""""""""""""""""""""""""" access to the Appointment Process feature (DSAS Main Menu), you must first
complete a DSAS Web User / Mailer ID Application Form. You will find a link to

this form by selecting the Logon Registration feature of the DSAS Home page.

Drop Shipment
== UNITED STATES P P

" | POSTAL SERVICE. gﬁ:g:‘tme“t

DROP SHIPMENT
APPOINTMENT SYSTEM

User ID: |
Password: |
SUBMIT |

For Technical Support call: 800-877-7435 (800-USPSHELP)
Choose options: 1{Minneapolis), 2{Customer Support), 8(Drop Shipment)

Please emal dncacl@emal usps gov to re-instate TTser ID or request password
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Close-Out Data

i Ee . 1he Close-Out Data feature allows you to see close out data for one or more
Data appointment(s). The close-out data includes open and closed appointment data.

Drop Shipment
Appointment
System

.'?‘uf UMITED STATES

'_.--"""" | POSTAL SERVICE .

Close-Out Data

(Data file last updated 10-03-2001
Diata file includes data from 07-05-2001 to 10-03-2001.

You can enter up to 10 confirmation numbers to search for data.
[Please note: The confirmation numbers must be put in EXACTLY as they were recewved, including spaces.

Confirmation Mumber 1 I
Confirmation Mumher 2 I
Confirmation Mumbher 3 |
Confirmation Mumbher 4 I
Confirmation Mumher 5 I
Confirmation Mumbher & |
Confirmation Numhber 7 I
Confirmation Mumher 8 I
Confirmation Mumher 9 |

Confirmation Numhber 10 I
SUBMIT | RESET |

The “E¥8MT putton is used to request appointment information.

The button clears all screen data.
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Enter one or more confirmation number(s), click the “SY8MT] button to display appointment(s)

information. The data for the confirmation number(s) entered will be displayed.

Drop Shipment
Appointment
System

.'?‘uf UMITED STATES

'.-""""" | POSTAL SERVICE.

Close-Cut Data

(Diata file last updated 10-03-2001 )
Diata file includes data from 07-05-2001 to 10-03-2001.

You can enter up to 10 confirmation numbers to search for data.
[Please note: The confirmation numbers must be put in EXACTLY as they were recetved, mcluding spaces.

Confirmation Number 1 [212 0329001
Confirmation Number 2 |21 2 1022001
Confirmation Number 3 |212 1011001
Confirmation Number 4 |
Confirmation Mumher 5 |
Confirmation Numher & I
Confirmation Number 7 |
Confirmation Mumhber 8 |
Confirmation Numher 9 I

Confirmation Number 10 |
RESET |

The following screen will be displayed.
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Drop Shipment

| 2P| socrat cemice Appointment
§ POSTAL SERVICE . System

-] UNITED STATES

Lool up data for another confirmation mumber

Drop Shipment Appointment System (DSAS) Close-Out Data

|Cunf1rmatiun No: 212 092%001 |Psppuintment Status: Open

Facility: BALTIMORE MD
Arrival Date/Time

Start Unload Date/Time

End Unload Date/Time

Trailer Number /4

|Cunﬁn’natiun No: 212 1022001 |Appuintment status: Open

Facility: BALTIMORE MD
Arrival Date/Time

Start Unload Date/Time

End Unload Date/Time

Trailer Number N4

(Confirmation No: 212 1011001 |Appointment Status: Canceled
Facility: BALTIMORE MD
|Arri'i.ral Date/Time |No Information Available
Start Unload Date/Time Mo Information Available
End Unload Date/Time Mo Information Available
Trailer Number /4

To request data for another confirmation number, click the  Lock up data for another confirmation number
link.
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Facility Information

e The Facility Information feature allows you to query and view facility
Information

information by area, district, or state. Information includes contact names and

phone numbers, Area and District IDs, and a link to the facility profile.

Drop Shipment
Appointment
System

In%' UMITED STATES

',.-"""" | POSTAL SERVICE.

Please Choose From the Following
Facility Information Options.

Facility Listings  Facility Profiles

This feature provides you with two options.
First, the Facility Listings  link will allow you to query and view facility information for either a specified

area, district, or state.

Drop Shipment
=1 UNITED STATES
| BB s Appointment
POSTAL SERVICE. tem =

Please enter either an Area ID, District ID
or the State abbreviation and click on
Submit.

l—
SUBMIT

Enter the appropriate ID or state abbreviation, and select the [susMT| button. The example shown below

is for a specified area ID (example — 1K or TN for Tennessee).

Drop Shipment
=] UNITED STATES
| 22| e TAL SERVICE Appointment
POSTAL SERVICE. tem =

Please enter either an Area ID, District ID
or the State abbreviation and click on
Submit.

——
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After entering the specified search criteria, click the "SY84T] buytton.

A list of facilities for the Capital Metro Area ID will be displayed.

Drop Shipment
7 UNITED STATES Appzint:rlent
’ OSTAL SERVICE .
System
s as Areal s . Facility
Facility ID Facility Name .. Facility Contact Name City/State/ZIP+4
ty ‘ ¥y District ID 24 ‘ R4 Phone Numher
373 |[CHATTANCOGA TH IHs370  [KELLY DOBBING CHATTANCOGA, TH 374219998 | 423-499-8342
NETWORKS SPECIALIST
307 CHATTANCOGA TH 14 /3w |BEING ESTABLISHED CHATTANOOGA, TH 374210008 | 000-000-0000
TRANSPORTATION CLERK
324 COLUMEBLA TN 1Hf370  |[LYNDA CRUMELEY COLUMELA, TH 38401-9998 931-388-6161
CLERK
385 (COOKEVILLE TN 14 /3 (M WHEELER COOKEVILLE, T 385019002 031-526-7141
POSTLIASTER
FA] FAEEFACILITY ! Elvis MEMPHIE, TH 33188 Q01-555-3535
Hinger
383 JTACKSON TH 14 /3 |PAT JACKSON JACKRON, TH 38301-0008 001-422-6441
SUPY MAIL PROCEZZING
i} JOHMEON CITY TH iH 30  |[BOBHAMMETT JOHNEON CITY, TH 37601-9993 425-2532-5811
SUPERVIZOR
397 EMOEVILLE TH 14 /3 RAMONA BELL KNOXVILLE, TH 370500008 4335584578
SUPY TRANSPORTATION OPERATIONS
382 MIC KENZIE TH iH 3  |[LARRY WEEE MC EENZIE, TH 38201-9998 Q01-352-7977
POSTIMASTER
380 MMEMPHIS TH 14 /30 |DEMETRLA TACKSON MEMPHIZ, TH 32101-9003 001-705-0882
D343 COORDINATOR
CEA N MEMPHIS TH iH 370 |DEMETELA JACKSON MEMFPHIZE, TH 32141-9095 Q01-795-0882
D3as COORDINATOR
382 MEMPHIS BMC 14 /3 |BARBARA IZOM MEMPHIZ, TH 32136-9003 001-247-7675
OP3 SUPPORT SPECIALIZT
SEIAN MEMPHIS BMC ANNEX | jHrz70 |[BARBARA & ISOM MEMFPHIZE, TH 32118-3656 Q01-947-7675
OFE SUPPORT SPECIALIST
370 MASHVILLE TH 3CF 14 /3 BHAUNELLE LOVE MAZHVILLE, TH 37220-0002 B15-885-0336
DROP ZHIPMENT COORDINATOR
‘ 8l ‘TEST ‘ ! ‘xx ‘ 3030 TH 38001 ‘ foss
F.e

To display a facility profile of one of the listed facilities, select a facility ID by clicking on the ID in

underlined blue text. For assistance with the Facility Profile feature, see the Facility Profile section of this

User Guide on page 64.

The example on the following screen is for a selected district ID (example — 210).

UNITED STATES Dmp Shipment
—~ | POSTAL SERVICE . Appointment
System
s s Areal s . Facility
Facility ID | Facility Name L Facility Contact Name City/State/ZIP+4
y ‘ y District ID ‘ y ‘ el Phone Numher
| 214 |ANNAPOLIS MD | 1K £ 210 | | MD |
| 219 |BALTIMOR_E MD | 1K £ 210 | | MD |
212 EALTIMORE MD \Ks210  |[RCIOHNSON/SANDRA EATON | BALTIMORE, MD 212339998 | (410)347-4507
DROP SHIPMENT COORDINATOR
| 210 |BALTIMOR_E MD | 1K £ 210 | | BALTIMORE, MD 21233-9598 |
215 CUMEERLAND MD || 11710 ||[RICKY FISCHER CUMEERLAND, MD 21502-0508 [ (30137228190
DROP SHIPMENT COORDINATOR
216 EASTON LMD \K/210 ||[BRIAN KAUSMAN EASTON, MD 21601-9998 (A107763-7715
DROP SHIPMENT COORDINATOR
217 FREDERICK P&DC \Ks210 POEHENRY FREDERICK, MD 217049996 || (301)652-3105
DROP SHIPMENT COORDINATOR
21 LINTHICUM MD IMF|| 1317210 |[SANDRA EATON/RC JOHNSON LINTHICUR, MD 210902238 || 410-347-4587
DROP SHIPMENT COORDINATORS
218 SALISEURY MD \K/210 ||RALPH GIANGRECO SALISBURY, MD 21801-0908 || (410)742-9261
POSTMASTER
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i Facili - )
Info rmatlawn (Continued)

Drop Shipment
Appointment
System

5= UNITED STATES

The second option is the Facility Profiles link, which allows

'-/ | POSTAL SERVICE.

you to query and view facility information.

Please Choose From the Following
Facility Information Cptions.

Facilty Tastings(”  Facility Profiles

At this screen, you may choose to enter a facility ID in the input box, or click the E icon to search for

a facility.

Drop Shipment
= UNITED STATES
B APpointment
POSTAL SERVICE . tem =]

Facility Profile |

FACILITYID: g [ TyPE ANNEXOF: SELECT DSAS FACILITY

Close Window

MNAME:
%

ADDRESS: L
CITY: STATE: ZIP: Ecint, Fuilitips

Sl Displays the appropriate Facility based upon the

S whole or partial Facility Name.
PHONE NUMEERE:

24 HR HULEER: I
Fi NULBER:

[ SELECTFACILTY | Back |
HOURE: ADD WINDOW
COMMENTS:
DROF SHIFS:

QUERY | EIACKl

For additional assistance with the Facility Profile feature, see the Facility Profile section of this User Guide
on page 64. For additional information about how to use the Select DSAS Facility feature, see page 66.
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Appointment Calendar

Appointment The Appointment Calendar feature allows you to view daily totals of appointment
Calend
LSRR trays, sacks, letters for a particular month for a USPS area and selected facility.

Drop Shipment
S UNITED STATES
| B e Appointment
—~~_| POSTAL SERVICE. System ﬂ
« September 2001 >

Select an Area and Submit

2 4 =] 6 7 i

10 11 12 13 14 15

17 18 19 20 21 22

24 25 26 27 28 29

Note: The date shown in red is the current day of the week.

Select a USPS area from the drop down box and click the _SYBMT | putton. The following screen will be

displayed.
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== UNITED STATES

=
'I_-/ | POSTAL SERVICE.

Drop Shipme

System

nt
Appointment

SOUTHEAST
Select a Facility and Submit

MEMFHIZ BMC - 382 hd

[SOUTHEAST =]

< September 2001 >

3 4 S 6 7 3

10 11 12 13 14 15
17 18 19 20 21 22
24 25 26 27 28 29

Select a facility from the drop down box and click the [ 8YBMT | button. The following screen will be

displayed.
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Drop Shipment
=1 UNITED STATES
|~ | POSTAL SERVICE. ggspg;tment

BACE
SOUTHEAST * October 2001 ®
Select a Facility and Submit
MEMFHIZ BMC - 382 - L3 = 4 i = i
=9 Appts 26 Appts 44 Appts 58 Appts g2 Appts 23 Appts
SLUEBMIT 500 Pallets 331 Pallets 257 Pallets 003 Pallets 583 Pallets 255 Pallets
5 650 Pieces G000 Pieces 5,050 Pieces 2,050 Pieces 7,193 Pieces 3,600 Pieces
SOUTHEAST - 2 Sacks 2 Sade = Sades D Sacks 2 Sade B Sadks
—— 7 8 9 10 11 12 13

3 Appts 19 Appts 21 Appts 23 Appts 27 Appts 24 Appts 11 Appts

7 Fallets 216 Pallets 126 Pallets 528 Pallets 232 Pallets 2345 Pallets 41 Pallets
2,200 Pieces 22 Sacks 1,600 Pieces 1,600 Pieces 4727 Pieces 1,600 Pieces
2 Sacks 3 Sacks 2 Sacks 3 Sadks 23 Sacks

18 Trays 20 Trays

ﬂppfs appts appts Tﬂppfs ?Appts FAppts Jppfs

21 Pallets 110 Fallets 72 Pallets 75 Pallets 72 Fallets 121 Pallets 26 Pallets
3,200 Pieces 2 Sacks 1,600 Pieces 24556 Pieces 1,600 Pieces 1,600 Pieces
E Sacks 14 Sacks E Sacks 3 Sacks 3 Sacks

9 Trays

21 22 23 24 25 26 27

1 Appts 9 Appts 9 Appts 11 Appts 12 Appts 15 Appts 7 Appts

2 FPallets 109 Pallets 57 Pallets a0 Pallets 143 Pallets 218 Pallets 26 Pallets
3,200 Pieces 3 Sacks 3 Sacks 1,600 Pieces 1,600 Pieces 1,600 Pieces
2 Sacks 2 Sacks 2 Sade B Sades

28 29 30 31

1 Appts O Appts 2 Appts 2 Appts

= FPallets 118 Pallets 65 Pallets 73 Pallets
2,200 Pieces 2 Sade B Sadks
2 Sacks

Click any day to display (example - 25 ) to display the hour/number of appointments, along with the

pallet, parcel, piece, sack, and tray totals. The following screen will be displayed.

Drop Shipment
] UNITED STATES. Appointment

System

L~—"| POSTAL SERVICE .

BACE
MEMPHIS BMC

* October 25,2001 ®
| Howr | Appts | Pallets | Parcels | Pieces | Sacks | Trays |
D& 1 10 0 ] ]

0
03 3 37 3,500 0 0 0
10 2 42 0 0 3 0
12 2 28 0 0 0 0
13 1 10 0 0 0 0
14 2 2 1,600 1,600 0 0
17 1 7 0 0 0 0
TOTAL 12 143 5,100 1,600 3 0
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Postal Contacts

S The Postal Contacts feature provides a list of postal contact information.
Contacts

INITED STATES Drop Shipment §
L e SR Appointment
TAL SERVICE. Aopoln

Contact Information

Click on Column Headings to Sort

Area [Distriet ZIP Code acili Contact Phone [Fax
[y [Caribbean (San Juan PR) [005-003 00964 [Hector Mendez 787-767-2797
NE [Springfield (Springfield hA) D10-013, D50-054, 056-053 p1o [Deborah Rugani 14137856246
NE [Middlesex-Central (Marth Reading MA&) 014-013, 055 ma [Bob Taglier 978-664-7013
NE [Springfield BMC 010-067, 120123, 126-128 o1z [Deborah Rugani 14137856246
[NE [Bostorn (Boston M) 021-022 1 [Dominic Pasguarasa B17-654-5113
NE [Providence (Providence Rl 020, 023, 025-029 n2a [Eileen Kennedy 401-276-5083
[NE [Mew Harmpshire (Manchester MH) 030-038 030 [Louise Ellis G03-644-4126
[NE [Maine (Partland ME) 139-043 nan [Peter Leith PO7-871-8542
[ME [Connecticut (Hartford CT) 0B0-057 50 |Georgia Thompsan B60-524-6297
3 [0 Daniels 070-073, 074076 07099 lahn Prisco 201-955-5705
‘NY New Jersey BMC ﬁg?Danu UGg-0749, D85-098, 100-113, 124- P?Z |D\ane Desimone Fmrmraamg
(AL [South Jersey (Bellmawr M) 0a0-054 TEE]] [Gladys Rabinson 09-933-4046
3 [Central M1 (Edison M) 077079, 085039 5] [ann Hrapsky [732-819-3630
[y [Mew Yark (Mew York MY) [00-102, 104 [100 fvinnie Turzo 212:330-2770
%3 [iestchester fvhite Plains N'Y) [105-109, 124127 [105 [Leona Harnpton 914-657-4120
3 [Triboro (Fluzhing NY) [0z, 110-114, 116 [110 Lisa vip 718-321-8071
%3 [Lang Island (Hauppauge NY) 005, 115, 117-119 17 Hohn Calurnbo B16-755-2513
[NE [&lhany (Albany NY) [120:123, 128-139 [1z0 [Marion Clamante 618-452-2298
NE fwiestern NY (Buffalo NY) [140-143 [140 [Chuck Herod 716-846-2415
(AL [Pittsburgh (Pittsburgh PA) [150-154, 155, 260 [150 [Stephanie Johnson [412-359-7634
[ [Pittsburgh BMC [130-136, 140-168, 260-268, 439-447 [157 rene Guerra [F24-776-5244
AL [Erie (Erie P&) [155, 157-159, 160-168 [164 [Monica Wofford 5148957364
[aL [Harrisbury (Harrisburg P&y [169-172, 177-178, 180-188 170 [Cindi Tyson [F17-267-4870
L [Lancaster (Lancaster PA) [173-176, 179, 195-196 (178 [Donna Gallagher 717-396-6393
(AL [Southeastern PA [189, 193-194 [189 [Pat Kaleta G10-954-6414
[ [Philadelphia (Philadelphia PA) [190-191 [150 iaren Atkins 215-895-8560
(AL fwilmington DE [197-133 [197 [&ndrea Robinsan (302-323-2284
AL [Philadelphia BMC DA0-0B4, 137-139, 169-199 [19z fvalt Hicks R15671-7625
[cm [Capital District 200, 202209 200 [Gail Corum 301-499-7331

Note: This screen contains partial data. It is not a complete postal contact listing.
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Logon Registration

-y
Re ia;:a:: The Logon Registration feature allows you to view, print, and/or download a DSAS

Web User ID / Mailer ID Application Form.

Drop Shipment
=7 UNITED STATES
| 2| ereTAL SERVICE Appointment
. POSTAL SERVICE. System |

Clicl here to download the
DEAS Web User { Maler ID Apphcaton Form

Don't have Adobe Acrobat BEeader?
Just click below to download it.

F Y Get Acrobat]
fdobe Reader
File size - 5.5 meg
Version 4.0

If you are unable to use the PDF version, please contact the
WNCEC Support Teamn at
877-640-0724 or ribhs@email.usps.gov
and we will provide vou with the registration form.

Note: If you have already been assigned a user ID and password, click the Appointment

Process feature from the DSAS Home page to login.

Click here to download the
Click the DSAS Web User / Mailer ID Application Form  link to either download or view the DSAS Web User / Mailer

ID Application Form.

If you have Adobe Acrobat Reader installed on your computer, the system will automatically display the
form on the screen. You will be prompted to download the form if you do not have Adobe Acrobat Reader
already installed.

F Y Get Acrobat|
If you do not have Adobe Acrobat Reader, click the w button and follow the instructions.

A DSAS Web User / Mailer ID Application Form is shown on page 76 of this User Guide. You may fill it

out and send it to the Program Administrator via USPS mail or fax as indicated on the form.
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BMC Home Page

BMC
The BMC Home Page feature takes you directly to the BMC Home page

http://www.usps.com/bulkmailcenters/officeinfo/bmcofficeinformation.htm.

UNITED STATES
POSTAL SERVICE»

Home

Online Services
Shipping

Buy Stamps & More
Postage Rates & Fees

Small Business Tools

w BMC Office Information
Government Links

About USPS e Albuguergque ASF

s Atlanta BMC

s Billings ASF

o Buffalo ASF

¢ Chicago BMC

o Cincinnati BMC
s Dallas BMC

s Denver BMC

e Des Waines BWC

e Detroit BMC

Click on the desired BMC Office Information link (example - s Seatile BWC

example of the type of information that will be displayed.

Page 15 of 76
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UNITED STATES
POSTAL SERVICE »

Horme

Online Services
Shipping

Buy Stamps & More
Postage Rates & Fees

Small Business Tools

Hews and Events
Government Links
About USPS

Printer Friendl

Seattle BMC

Seattle BMC
34301 Sth Ave 5
Federal YWay W 95003-5721

Directions

Morth/South: 15, Exit 1428, Turn right anto Sth Avenue.

On left hand side is entrance gate B to BMC.

EastiWest: 190, Exit Highway 18, comes into Federal Way; turn right on Sth Avenue.

Sarne as above.

|Zm- Charts Service Stamdards

Service Areas
535, 838, 970-978, 980935, 985-399

Plant Manager
FPhone: (253) 874-7201

BMC Service Specialist
“acant
Phone: (253) 87 4-7366

Customer Service Inquiries
Phone: (253) 87 4-7366

Page 16 of 76
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Drop Ship Hours
hon-Fri: BAM-10P R
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Bulk Mail Acceptance
Phone: (253) 874-7 355

Acceptance Schedule/BMEU Hours
fan-Fri: BANM-GFPRM
Lunch: 12MN-12:30FPM



Drop Shipment Appointment System Web (DSAS Web) — Mailer User Guide January 2002 Update 3 (Draft)

DSAS User Guide

The DSAS User Guide feature will allow you to access documentation and a user
Lizar Gulda guide to assist you with various aspects of the DSAS Web program.

Drop Shipment
Appointment
System

E UMITED STATES

':-"""f | POSTAL SERVICE.

_hcl here to download the
DEAS Maler Marmal

Dion't have Adobe Acrobat Eeader?
Just cliclk below to download it

F. Get Acrobat
idobe Reader
File size - 5.5 meg
Version 4.0

Ifyou are unable to use the PDF version, please contact the
WNCEC Support Team at
377-640-0724 or ribbs(@email.usps.gov
and we will provide yvou with the registration form.
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Facility Conditions

Facility
Conditions The Facility Conditions feature will allow you to view information about the

conditions at different facilities (backlogs, delays, etc.).

Drop Shipment
Appointment
System

= _ 1 UNITED STATES
- | POSTAL SERVICE.

Please choose the Facility Report below
that you wish to see.

& BMC Conditions
 Plant Conditions

W Check boz, if you want to display
ONLY facilities reporting delays

If you want to search by BMC or Plant
IMatme, enter the name below.

If you want to search by Area, select the
Area Mame below.

Search |

The program defaults to display a list of ONLY those facilities reporting delays. If you wish to select

and view information about ALL of the facilities, uncheck the box and click on the button. It also
defaults to display BMC Conditions. You may select the Plant Conditions radio button to limit your search

to Plant Conditions.

You have two search options. For example, you may search by either BMC or Plant name, or you may
choose to search by Area Name. To search by BMC or Plant Name, type the entire or partial name of the
BMC or Plant.

Click on the i] button. The following screen will be displayed.

o | UMITED STATES E"’m%
& A0S IAL SERVICE H P,
I Srow /<55 UNITED STATES :?&;’;ﬁ:ﬁm g
BACK || POSTAL SERVICE.
System =
Please choase the Facilly Report below =
that yau wish to ace BACE
 EMC Conditions
 Plant Conditions Lege‘“d
—_— Facility Condition Reports white Mormal Conditions
R _Check b i you wat bo display Plants vellow Possible 24 hour delay
CHLY facilities reporting delays -
I you want to search by EMC ar Dlant mﬁ ossible 48 hour delay
Mame, enser the name bel
R | Records Last updated an 10/04/2001 10:43:45
¥ you want to search by Area, select the | Farility | Condition
AceaHaend Hslaw D | Name [wo4 | w03 [ 102 || 1001 |[ 0930 | 0929 [ 09028 || 0927
[ somch | 230 |RJCHMOND P&DC | white ‘ vellow | vellow | white | white m yellow | white
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The second option is to search either the BMC or Plant conditions by Area name. Click on the arrow on

the drop down box and select an Area Name. Click on the button and the Plant Conditions screen

listing facilities reporting delays for a particular area will be displayed. The example shown below is a

report of plant conditions for the Southeast Area.

Drop Shipment
Appointment
System

|—"| POSTAL SERVICE .

BACE

Please choose the Facility Eeport below
that you wish to see.

© BMC Conditions
& Plant Conditions

¥ Check box, if you want to display
CHLY faciliies reporting delays
If you want to search by BMC or Plant
Mame, enter the name below.

If you want to search by Area, select the

Area Name below,
ISOUTHEAST 'l
Drop Shipment
=] UNITED STATES
| B e e e Appointment
= POSTAL SERVICE . System
BACK
Legend
Facility Condition Reports white Normal Conditions
Plants yellow Possible 24 hour delay
mb?ussihle 48 hour delay
| Records last updated on 10/04/2001 11:43:46
| Facility | Condition
| D | Name | 10/04 | 10003 | 1002 | 1001 | 09/30 | 0929 | 09/28 | 09/27
327 |MIDFLORIDAP&D 32799 | yellow | white | white | white | white | white | white | white
370 | NASHVILLETNSCF | white | yellow | white | white | white | white | white | white
38141  MEMPHISTN | white | white | white | yellow | white | white | white | white
39 | JACKSONGSCF) | white | white | white | white | white | white | white [l
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To extend your search to view a list of ALL facilities reporting a delay, leave both the BMC / Plant Name

and the Area Name fields blank, and click on the

button. The following screen is an example of

the type of report that will be displayed.

Drop Shipment
Appointment
System

| UNITED STATES

—_— ot
=] POSTAL SERVICE .

Legend
white Normal Conditions
yellow [Possible 24 hour delay

mtf‘ussihle 48 hour delay

Facility Condition Reports
Plants

| Records last updated on 10/04/2001 09:43:45

| Facility | Condition

[ D | [Name [ 1004 | 10003 || 1002 | 10:01 | o930 || 09729 | o928 || o927

230 | RICHMOMNDP&DC | white | yellow | yellow | white | white [JJE LB vellow | white

240 | rosnokEvaP&pc [N selow | white [ESINIEZE selow EXH selow
250 |[CHARLESTONP &DCWYV| white | white | yellow | white | white | white | white | white

255 |[HUNTINGTONP & DC WY | white | white [ yellow | white | yellow | yellow [EXIN
28603 |  HICKORYNC | white | white | yellow | white | white | white | white | white

29201 | COLUMBIAP &DCSC | white | white | white | yellow | white | white | white | white

327 |MIDFLORIDAP&D32799 | yellow | white | white | white | white | white | white | white

370 | NASHVILLETNSCF | white | yellow | white | white | white | white | white | white

|3314l | MEMPHIS TV | white | white | white | vellow | white | white | white | white

390 | JACKSON(SCF) | white | white | white | white | white | white | white [N
w07 | LONDON IEZW| vhite | white | white | white | white | white | white

|411 | ASHLAND KY | white | white | yellow | white | white | white | white | white

|463 | GARYIN | yvellow | vellow | yellow | yellow | white | yellow | vellow | yellow
|4'?3 | MUNCIE I¥ | white M| yellow | white | white | white | yellow | white

476 | EVANSVILLEP&DF | white | white | yellow [N white | white | white | white

In these reports, there is a feature that allows you to sort the facilities listed in one of two ways, by ID or

by facility name.
e Clickonthe m button to sort the information by ID number in ascending numerical order.

e Clickonthe Name  button to sort the information about facilities in alphabetical order.
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Appointment Process

Appointment %) The user will select this link from the landing page whenever he or she wishes to
Process

set, modify, view, and close out an appointment. At this point, the user will be

required to enter their User ID and Password. If you do not have a user ID and password, you may apply
for one by mail or by fax by completing the DSAS Web Mailer / User ID Application Form. The form may

be accessed and downloaded for printing by selecting the link at the landing page.

Drop Shipment
Appointment
System

== UNITED STATES

|| POSTAL SERVICE.

DROP SHIPMENT
APPOINTMENT SYSTEM

User ID: |
Password: |
SUBMIT |

For Technical Support call: 800-877-7433 (800-USPSHELP)
Choose options: 1(Minneapolis), 2(Customer Support), 8(Drop Shipment)

Please emadl dncscl@emal usps gov to re-instate User ID or request password

When your User ID and password have been assigned to you, enter each of these in the appropriate
fields on the logon screen, click the _SUBMIT | button.

Note: User IDs and passwords are not case sensitive.

Note: After you enter your user ID and password and click the SYBMIT | putton for the first time, DSAS

will prompt you to change your password. For assistance with the Change Password feature, see the
Change Password section of this User Guide on page 24.

After the first login of each day, two different windows will be displayed (shown on the following page),
one that displays any new information and one for the DSAS Message Board. If you login again the
same day, these windows will not be displayed again. However, you can still view these windows by
clicking the What's New and Message Board options from the DSAS Main Menu toolbar.
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DSAS Message Board

DSAS Message Board:

Close Window
L5

=l
Prirt Messazes

38Z WMENMPHIE BMC
Message Posted: 09/1%/2001
Message Expires: 09/26/2001

Test message 2

3BZ MEMPHIS BMC
Message Posted: 09/1%/2001
Message Expires: 09/26/2001

Test message list

Note: Messages will be removed from the DSAS Message Board window on the expiration date defined
by the facility.

DSAS What's New?

What's New in DSAS:
Close Window
@?
Privit Blessazes

Posted: 01/20/2000

NOTICE TO FACILITIES: In early January a problem was brought to our attention regarding recurring appointments. We corrected the source of the problem
but there are still duplicate assignment records in the system through 2/5/2000 and we have no way to untversally identify the "valid" records. Facilities need to look
ahead at the daily schedules for the next two weeks and CALL Memphis Support: 877-640-0724 ag soon as a discrepancy in availability 15 noticed. We have to
make corrections on a case by case basis. THE MOERE ADVANCE NOTICE WE HAVE THE BETTER. CHANCE WE HAVE TO AVCOID
OVEEBOOKING. THE PROBLENM WILL GO AWAY AFTER 2/5/2000.

Posted: 01/19/2000
Change to BMC Report: Weekends are no longer counted when figuring Close Cut 48-Hour and 24-Hour percentages.

Posted: 01/18/2000
Effective 1/18/2000 - The Variation Slots page has been re-formatted to limit the need for scrolling,

Posted: 01/13/2000
Appontrnent Calendar totals have been corrected effectrve 27132000

Note: New information will be removed from the DSAS What’s New window 30 calendar days after the
posted date.
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Main Menu
After closing these two windows, the DSAS Main Menu will be displayed.

Sample of the Mailer view of the Main Menu:

Drop Shipment
Appointment
System

I.?;.Il' UMITED STATES

|~ | POSTAL SERVICE .

What's Message Change Usgr's Send Us Main Logout
Mew Board Password Guide Feedback Menu
DSAS MAIN MENU
% Appointment information | @& Mailer Profile |
% Appointment Close Qut | i Facility Profite |
5 Slot Availability (7 Days) | /g Facility Schedule Query |
5 Slot Availability (4 Types) | @ Mailer Schedule Query |
5 Report Selection | g Batch Appointment Process |

NEW! Note the addition of the Batch Appointment Process link. However, users must obtain special
access to this link through the Program Manager.

Sample of the Corporate Mailer view of the Main Menu:

Drop Shipment
Appointment
System

e | UNITED STATES

m—_— T o ie e
|~ | POSTAL SERVICE.

What's Message Change User's Send Us Main Lagout
Hew Board Password Guide Feedback Menu
DSAS MAIN MENU

5 Appointment Information

| & Mailer Profile

% Perishable Scheduling

| @ Facility Profile

% Appaintment Close Out

| @ Facility Schedule Query

5 Slot Availability (7 Days)

| @ Mailer Schedule Query

% Slot Availability (4 Types)

4 Report Selection
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DSAS Toolbar

The DSAS Toolbar is displayed on the DSAS Main Menu as well as most screens throughout DSAS Web.
Each option can be used as a shortcut to take you to a particular page in the DSAS Web system.

What's Message | Change User’s Send Us Main

. . Logout
Mew | Board | Password Guide Feedback Menu E

What's New

What's
The What’s New option will open the window displaying new information. See page
22 for an example.

Message Board

Message
The Message Board option will open the DSAS Message Board window. See page
22 for an example.

Change Password

Password Users can change their password using this option.

Note: You must enter the old password before you will be permitted to change to and confirm a new
password. All passwords will expire after 60 days. The system will prompt you to enter a new password
at this time.

Once you have typed your old password, enter your new password, and then enter it again for verification
as shown on the following screen.

Drop Shipment
Appointment

| UNITED STATES
| ..F.'I —_—
. | POSTAL SERVICE .

System

Change Password

UZERID : AN
ENTER OLD PASSWORD

ENTER NEW PASSWIORD :
VERIFY NEW PAZSWORD :

ik

LUFDATE FASSWIORD

Page 24 of 76



Drop Shipment Appointment System Web (DSAS Web) — Mailer User Guide January 2002 Update 3 (Draft)

Drop Shipment
Appointment

===/ UNMITED STATES
|~ | POSTAL SERVICE.

System

Change Password

UZERID : AN
ENTER OLD PASSWORD :

ENTER HMEW PAZZWORD :

Jik

VERIFY WEW PASSWORD

LUFDATE PASSWORD I

After entering your new password in both the new password and verify password boxes, click the

[__uppatEPASSWORD | Lutton

You can not enter the same password as your current password or the following message will be

displayed. Click the "®85E] button and reenter your new password twice.

/] Application Error Message - Microsoft Internet Explorer B [=] B3

Password Was Previously Used

CLOSE |

After your password has been changed, the following message will be displayed.

/3 Application Error Message - Microsoft Intemnet Explorer  [Hi[=] B3

Password Change Was Successful

CLOSE |

Click the _CLOSE | button to accept the changed password and return to the DSAS Main Menu.
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User Guide

User's
Users can download the DSAS Web User Guide.

Click here to download a PDF version in Adobe Acrobat 5.0 . ..
Click the DSAS Web User Guide link to download a PDF of the DSAS Web User Guide.

Drop Shipment
=7 UNITED STATES
| 22| s0sTal SERVICE Appointment
POSTAL SERVICE . tem <o

Clck here to download the
DEAT Ialer Mamal

Don't have Adobe Acrobat Feader?
Just click below to download it

F.YGet Acrobat’
Adibe Reader
File size - 5.5 meg
Version 4.0

Ifyou are unable to use the PDFE version, please contact the
HNCEC Zupport Team at
877-640-0724 or ribbs(@email usps.gov
and we will prowide you with the registrabion form.

Click the Save file button.

Note: If you are not using Internet Explorer, you will not see a screen that looks identical to the
screen shown above. However, the same functionality will be present in the screen that will be
displayed.

Select a location to save the file. The filename will be DSASMAIL.ZIP by default. It can be changed at
this point if you prefer another filename.

Click the button.
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Save Web Page
Save in: I by Computer j @
£ 3% Floppy [&:] =2 Raid on 'Trncs-fs1' W)
= [C:] E2 Raid on 'Trincsfs1' [w)
@ 0] =2 Raid on 'Trincsfz1' 3]

=2 Faid? on Thncsfs2' [H:] S22 S on 'Thncsfs1' [
=2 Cemail on ' Trincsf22' (0] 52 Sy on 'Thncs-f:1' 22
=2 Faid3 on 'Trncsf22' (0]

File name: IDS&S - Drap Shiprent Appointment Syztem Save

Save as ype: I"-.-'-.n"el:u Fage, complete [= htm;* html) j Cancel

Encoding: v estern European [Windows)

Once the file is downloaded you will need to decompress the file using an unZIP utility such as WinZIP or
PKWARE.

After the file is decompressed, the filename will be DSASMAIL.PDF. You will need Adobe Acrobat
Reader 5.0 to view and print the DSAS User Guide. If you do not have Adobe Acrobat Reader, click the

“Get Acrobat’| . T . . .
L:‘.,‘e geader| icon located on the initial User Guide screen to download the latest version of this software.
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Send Us Feedback

Send Us User can send comments, questions, suggestions, requests, feedback, or problems
to the DSAS System Administrator.

Enter your information on the following screen and click the [susMt| button to send the information.

Drop Shipment
(S| UNITED STATES ApppnintnF:ent
|~ | POSTAL SERVICE. System

What's Message Change User’s Send Us Main Logout
New Board Password Guide Feedback Menu

We value vour feedback. If vou have a suggestion, cotnment or
question, feel free to use the fields below to tell us.

Name: |
Email: |
Facility ID: I—
MIailer ID: I—
Subject: Im

Message:

SUBMIT I RESET

The button clears all screen fields.
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After the information has been sent successfully, the following message will be displayed.

Click the Backto previeus page  link to go back to the previous page and enter another message, if you wish,

or continue on to another feature of DSAS Web.

Drop Shipment
I.?-' UNITED STATES Appl;intnF:ent
[ | POSTAL SERVICE .
System
What's Message Change User's Send Us Main Logout
Mew Board Password Guide Feedback Menu

Thanlk yeu for taking the time to fill cut our feedback form. "We will
respond to it as soon as possible(if response is recuired).

Thank you again
The DSAS Development Team

Back to previous page

Main Menu

m The Main Menu option will take you to the DSAS Main Menu.

Logout

-
Ends user session. Returns user to the DSAS logon screen.
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Appointment W i i
ppo F{}qﬂ;ﬁ:ﬁ (Setting Appointments)

The DSAS Main Menu consists of the DSAS Toolbar discussed on previous pages and the features you
will need to perform your daily DSAS operations.

Example of the Mailer User view

Drop Shipment
Appointment
System

What's Message Change User's Send Us Main
Hew Board Password Guide Feedback Menu

.?II' UMITED STATES

'I.-"""" /| POSTAL SERVICE.

Logout

Users who are
exclusively perishable N
mailers will not see

this link, but rather the
Perishable Scheduling % Appointment Close Out
link in its place.

MAIN MENU

% Mailer Profile

Appointment information

5 Facility Profile

5 Slot Availability (7 Days) 5 Facility Schedule Query

% Slot Availability (4 Types) 5 Mailer Schedule Query

% Report Selection 5 Batch Appointment Process

Note the addition of the Batch Appointment Process link. However, users must obtain special access to
this link through the Program Manager.

Example of Corporate Mailer User view

NITED STATES DI’OP ShiPII‘IEI'It
STAL SERVICE . Appointment
System
What's Message Change User’s Send Us Main

Logout

Hew Board Password Guide Feedback Menu

DSAS MAIN MENU

% Appointment information | @ Mailer Profile |
5 Perishable Scheduling | #g Facility Profile |
% Appointment Close Qut | #g Facility Schedule Query |
5 Slot Availability (T Days) | % Mailer Schedule Query |

§ Slot Availability (4 Types) |

5 Report Selection |
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5 Appointment Information |

Mailer User view

The Appointment Information feature is used to query, add,
and modify drop shipment appointments for a certain facility.

—_—
=] UNITED STATES

[~ | POSTAL SERVICE.

What's Message Change User's Send Us
New Board Password Guide Feedback

Appointment Information

Drop Shipment . H H
it Note: For Mailer users, the mailer ID,

System mailer name, contact name, and
hon  Logout facility name will be pre-populated.

Menu

CONF QRY I REFRESH | CLOSEQUT

oRv-A0D |

MAILER: §18RD

DOSZELE
ANAILABLE

SACES:
TRAY PALTS:
PALT POS:

CLASE:

FACILITY [382 B FACILITY HAME
DATE: [@]] CONF NO: STATUS
104D [PALLET -

HouRs 1 2 3 4 5 6 7 8 9 1011 12 13 14 15 16 17 18 19 20 21 22 23 24

TRATR PARCELS PIECES:
FLATPALTS PARCLPALTS. SACK PALTS:

~| TRAILER NO CARRIER ID

FREIGHT COMPANY: I

TRIF I DROFP:
ADV MAIL 1: ADVMAILZ ADV MAIL S,

B Corporate Mailer users, however, as
shown below, will be able to enter a
mailer ID that is associated with their
Corporate ID and a facility name.

COMMENTS: I

CONFORY | FEFRESH | closeout | oRv-ADD |

KAL)

Corporate Mailer User view

=1 UNITED STATES
| B e
= | POSTAL SERVICE .

What's
New

Message Change User’s Send Us
Board Password Guide Feedback

Appointment Information

Drop Shipment
Appointment a
System

The icon is a valuable feature

POSSIELE
AVAILAELE

BACKS I
TRAY PALTS I
PALT POS I

T ConFoRY | REFRESH | oRvADD for the Corporate Mailer. When

MAILER: WIAILER NAME

FACILITY: B FACILITY NAME

DATE: [EE}] CONF HO: STATUS
LoaD:  [PALLET -

HOvkRs 1 2 3 4 5 6 7 & 9 1011 1213 14 1516 17 18 19 20 21 22 23 24

TRATS: PARCELS:

FLATFALTS: PARCLPALTS:

CLASS IStandard | TRAILER HO: CARRIER 1D:

FREIGHT COMPANY: I

TEIF ID:

ADYV MATL 1 I ATV MAILZ ATV MAIL3

BRI (CORTACH selected, a window will display

prrve [ allowing the user to view a list of all
mailer IDs that come under that
particular Corporate Mailer’s umbrella.

| FIECES: (See p. 32 for more details.)
[ sackearts:

[ DROE:[

COMMENTS I

CONFORY | REFRESH | oRvADD |

L |

The | rerresH | button clears all screen fields, which allows you to enter information about another

appointment.

Page 31 of 76



Drop Shipment Appointment System Web (DSAS Web) — Mailer User Guide January 2002 Update 3 (Draft)

Corporate Mailer — Select DSAS Mailer feature - =7

From the Appointment Information screen, the Corporate Mailer User may access a list of all mailer IDs
within that Corporate Mailer ID. Select the icon next to the MAILER input box. The following

window will be displayed.

SELECT DSAS MAILER

Cloge Window

Displays the appropriate Iailer based upon
the whole or partial Mailer Name.

Please Enter Whole or Partial Mailer Mame

[ sELECTMAILER | Back |

Select the button, and a complete list of mailer names and their corresponding IDs will
be displayed. Next, click on the mailer ID you are looking for, which appears in underscored blue text,
and the program will return you to the Appointment Information screen. The MAILER input box will

automatically be filled in.
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The Appointment Process — Setting an Appointment

The first main step in making an appointment is entering the date of the appointment.
Next to the input box labeled DATE, you see the @ icon. You may click on this icon to automatically fill
in a date. First, click the icon to display a monthly calendar as shown below. Thirty of the dates are

highlighted in gray, which is because appointments may be arranged up to 30 days in advance.

a Select Date on the Calen... [Hi[=] E3

Calendar
(Click the date on the
calendar.)

T I i lick h
September 2001 o select an appointment date, click on the date

SM[TW[T[F[s]
01
02 0304 [05 06 |07 |08 Click the _Cancel | button to go back to the Appointment
09 10011 (12 13 14 15
16 MTHE M9 20 21 22 Information screen if you do not need to use the calendar or

%24 25' 25' 2?| 28' 29' would like to enter the date manually.

(example - E) for which you wish to schedule the appointment.

Cctober 2001
S MITWT|F|S
01 02f 03] 04| 05| 0&

07| 08( 09 10f 111213
14) 15[ 16 17| 18] 19] 20

el || 22| 23] 24|25 (26 27
28 [29 30 21
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The second main step in setting up an appointment is to select the time. First, you will need to find out
which time slots are available for appointments on the date you have selected. To add a slot query, enter

the facility ID, a date, and choose a load type by clicking on the arrow in the LOAD drop down box on the
following screen.

f? UNITED STATES

Drop Shipment
L~"| POSTAL SERVICE . sAssptc::‘tment o

Logout

What's Change User's Send Us Main
New Board Password Guide Feedback Menu
Appointment Information

CONFORY | REFRESH | ORv-ADD |

Message

MAILER: §12FD
FACILITY: [36Z B FACTITY NAME
PREF TIME
pate  [ose7zoor [ cowrwo STATUS
104D [PALLET -

HOURS 1 2 3 4 5 6 7 8 9 1011 12 13 14 15 16 17 18 19 20 21 22 23 24
POSSIELE

AVAILABLE

sacrs [ tRavs[ parceLs: [ pEces:[

TRAVEALTE. [ FLaTPaLTs: [ papcLeaLTs: [ sAcKPaLTs:[
paLTROS [

CcL&SS [Standard 7] TRAILER NO: | caRRERI:[
FREIGHT COMPANY | TRIP ID: l— DROP: l—
sovmant | apvmanz[  apvmams[
COMMENTS I =

|

CONFORY | REFRESH | aRv-ADD |

Click the 88400 | button. The following screen will be displayed.

Drop Shipment e
=] UNITED STATES 1
| PosTAL SERVICE. Apptoei:‘tment _ail

What's Message Change User's Send Us Main
New Board Password Guide Feedback Menu
Appointment information

CONF QRY I REFRESH |ADD QRY-ADD
MAILER: #13RD BR DONNELLY 990-999.0990 TOE SMITH

FACILITY: (382 E MEMPHIS BMC
PREF TIME
Date:  [0927/2000 [ cowrvo: STATUS

Logout

Select a slot time and fill in necessary
o [T information regarding the appointment.
HOURS 1 2 3 4 5 6 7T 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 .
sossmzE L e See the following screen for an example.
AVATLABLE BiEe s SR B S R RS TR R S TR e
SELECT HOUR e T R T Y e e e e (e
BACES: TRAYE: PARCELS PIECES:

TRAY PALTS: FLAT PALTS: PARCLPALTS: SACK PALTS:
PALTS
PALT FO3: AVAIL 9999

CLASS: [Standard  ¥] TRAILER NO: | CARRIER ID
FREIGHT COMPANY: | TRIP IDr DROP:
ADY MATL 1: ADY MAIL2: ADV BAILE

COMMENTS: I

(K1

conFoRy | REFRESH | aDD| oRv-ADD |

Note:  Pallet load types will require a value to be entered for either letter pallets, flat pallets,
parcel pallets, or sack pallets as shown on the following screen. Speedline load types are limited to six

pallet positions. If pallets are stacked three high, the maximum number of pallets for speedline loads is
eighteen.
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If you do not enter a number in the TRAY PALTS input box, you will receive the following message.

/] Application Error Meszage - Microzoft Internet Explorer  [H[=] E3

Please Enter a Pallet Value

CLOSE |

When you click on the (eS| pytton, the cursor will automatically be placed in the TRAY PALTS input
box.

Drop Shipment
=1 UNITED STATES
|| POSTAL SERVICE Appointment =]
. System

‘What's Message Change User's Send Us
New Board Password Guide Feedback
Appointment Infarmation

CONFORY | REFResH |[EDDB] orv-A0D

MAILER: 613RD EEDOHHELLY 999-993-9999 JOE SMITH
FACILITY [352 g MEMEHIS BMC
PREFTIME:I

pats  [oaz7ennt [HE] conswo: STATUS
LOAD: IPALLET 'l

HOVRS 1 2 3 4 5 6 7 & 9 10 1112 13 14 15 16 17 18 19 20 21 22 23 24

POSSIBLE R e B R eE

AVAILABLE SRR e R e e h SR S L S S o

SELECT HOUR o o e e o e 9 e o e e e e e e

SACKS: | TRAYS: PARCELS: | FIECES:

TRAY PALTS |45 FLAT PALTS: |20 PARCL PALTS I SACKPALTS
PALTS
PALT POS: I 0599

AVAIL:

CLABE: IStﬁndﬁrd 'I TRAILER NO: CARRIER ID: I

FREIGHT COMFPANY: I TRIF ID:

ADVMAIL 1: I ADV MAIL 2: ADV MAIL 3: I

DROE:[

COMMENTS:

Ll

CONFORY | REFRESH | 4DD| aRv-aDD |

Once you have entered a date, the time, facility ID, load type, and the number of pallets, click the ADD|

button.

This will confirm the appointment. Theﬂ' button will change to WAIT until the query is complete. The

following screen will be displayed, and the confirmation number will be assigned.

Page 35 of 76



Drop Shipment Appointment System Web (DSAS Web) — Mailer User Guide January 2002 Update 3 (Draft)

Drop Shipment
? UNITED STATES App‘;int:\‘:ent
[~ POSTAL SERVICE .
=] System - ]

What's Message Change User's Send Us
New Board Password Guide Feedback

Appointment Information

CONFORY | REFRESH | UPDATE | oRv-tDD | oRv-moD |

MAILER: 613RD  ERDONNELLY 999.099-9999 ICE SMITH
FACILITY: 382 MEMFHIS EMC CANCEL. I~

DATE: (0942772001 CONF NO. [382 0927003 CPEN FREF TIME: [0
LOAD:  PALLET
HOVRS 1 2 3 4 5 6 7 8 9 1011 1213 14 1516 17 18 19 20 21 22 23 24

POSSELE
AVATLAELE

SELECT HOUR o

sacks: [0 TRavs o PARCELS: [0 PECES: [0

TRAYPALTS:[45 FLATPALTS: 20 PARCLEALTS: [0 SacKPaLTS0
PALTFOS: [

CLASS: [Standard = TRAILERNO:[ caRRERID:|
FEEIGHT COMPANY: | TRPID- [ DROF: [
apvmant:[ | apymanz|  apvmans|
COMMENTS-l

|
H
CONFORY | REFRESH | UPDATE | orv-4DD | aRvmMoD |

Note: DSAS has assigned a confirmation number for the appointment.

You will now be able to modify the appointment information at this point.

You will also notice that the _UFDATE | and _ ORY-MOD | buttons have been added to the screen.
Also, the ﬂl button is no longer available.

Changes not affecting the date or time of the appointment can be entered on the screen shown above.

Then, click the ml button to accept the change(s).

Note: If you need to change the date and/or time of the appointment, see the next page for an example.
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Modifying an appointment
Changing the time and/or date of the appointment

Drop Shipment
=] UNITED STATES
| 2| costaL SERVICE Appointment
POSTAL SERVICE. System d

What's User's Send Us
New Guide Feedback

Change
Password

Message
Board

If you are changing the time of the

¥ Printer Friendly Version

Appointment Information |
appointment ONLY, you will first have to CONFORY | REFRESH | uPpaTE | oRv-aDD | oRvmoD |
MAILER: 612RD ER DONNELLY 9999999999 JOE SMITH
click the _SR™MOD | pytton, select a new | racuirv. sz LIEMPHIS BMC .

DATE:  09/27/2001 CONF NO: |382 0927003 OPEN PRF_.FTIME-IU_
time, and click the | uPDaTE | button to LOAD:  PALLET

HOURS 1 2 3 4 5 6 7 8 9 1011 121314 1516 17 18 19 20 21 22 23 24
POEEIELE

accept the change. AVALLAELE

SELECT HOUE: o

SACES: |0 TRAYE: |0 PARCELS ID PIECES: |0
TRAY PALTS: (35 FLAT PALTS: [10 PARCLPALTS I[l SACK PALTS: |0

paLTrOs:[]
cLASS: [Sanderd ] TRAIERNO: [ caRmERID
FREIGHT COMPANY | TRIF ID l— DROP: l_
spvmamt:[  apvmawz|  apvmanz|
COMMENTS: |

|
d
|

CONFORY | REFRESH | UPDATE | oRv-ADD | QRv-MOD

If you are changing both the date and time of the appointment, first click the _arRvmop | button, and
select a new date.

Then, click the _G®&00 | pytton again.

Next, select a new time.

Click the _UPDATE | button to accept the change(s).

Note: If the appointment you want to modify is not currently displayed, you must enter the confirmation

number and click the button (as shown on page 39).
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The following screen shows the changes that have been made to the appointment date and time. You
will notice that the status has changed to MODIFIED. Also, it is important to notice that the confirmation
number did not change, and will continue to reflect the original date for which the appointment was set.

UNITED STATES Drop Shipment
f Appointment
POSTAL SERVICE. Appoln 4

What's  Message  Change User's Send Us Main

New Board  Password  Guide  Feedback  Menu Logout
%
=B Drinter Frisndly Wersion

Appointment information |

CONFORY | REFRESH | UPDATE | amv-sDD | omv-moD |
MIAILER: &18RD RE DOWMELLY 995-959-9999 JOE SMITH
FACILITY: 382 MEMPHIS BMC CANCEL: [
DATE:  09/20/2001 CONF MO: [382 0827003 MODIFIED PREF TIME: |0

LOAD:  PALLET
HOURS 1 234 56 7 8 91011121314 151617 18 19 20 21 22 23 24

DOSSBLE
AVAILAELE

SELECT HOUR. (o

BACKSE: |0 TRAYE: [0 PARCELS: |0 FIECES: [0
TRAY PALTS: |35 FLAT PALTS: 10 PARCLPALTS: |0 SACK PALTE: |0

paLTROS: [0
CLASS: [Standard 7] TRAILERNO: | CARRERI:[
FREIGHT CDMPANY'I TRIF ID: l— DROF: l—
sovmans[  apvmanmz[  apvmans:[

COMMENTS: |

i

CONFORY | PREFRESH | UPDATE | oRv-ADD | GRv-MOD

Select the [ @R¥M3D | button, and the following screen will be displayed. At this point you will be able to

modify the appointment again, if needed. Examples of how to modify appointment information start on

page 37.
Drop Shipment
==/ UNITED STATES
=/ Appointment
.~ | POSTAL SERVICE. System ﬂ"

What's Message Change User's Send Us Main
New Board Password Guide Feedback Menu
Appuointment Information

CONFORY | REFRESH | UPDATE | omv-ADD | omv-MoD |
MAILER: 612ED ERDONNELLY 999.959.9999 JOE SMITH

FACILITY: 332 MEMPHIZ EMC

pate  [09/25/2001  [HE cowr wo: [382 0927003 |STATUS| PREF TIME: |0

LoAD PALLET

Logout

HOURS 1 23 4 5% 6 7 8 9 101112 13 14 15 16 17 18 19 20 21 22 23 24
POSSIELE 2 8 &8 % 8 8 8 8 S T S SRR R T RO )
AVATLABLE e Toegiege B g e g
SELECT HOUR e o (e e (e (e e e e e (e e e

sacks: [0 TRATS: [0 PARCELS: [0 PIECES: [0
TRAT PALTS: [35 FLAT PALTS: [10 PARCLPALTS: [0 SACKPALTS: [0
PALTS
PALT P05 [0 e 9954
CLASS: [Standard 7] TRALER NO: | CARRIER ID:

FREIGHT COMPANT: I TRIF ID LROF.
ADV MAIL1 I ADV MAIL 2 ADV MAIL 3:

COMBENTS I

L il

conFoRy | REFRESH | UPDATE | ORv-ADD | oRyv-MOD

The button may be used at any time to search for a particular appointment.
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Modifying an appointment not currently displayed

To modify an appointment that is not currently displayed, pull it up by entering the confirmation number in
the CONF NO input box. Then, click the button.

A screen view similar to this one will be displayed.

Drop Shipment
== UNITED STATES Appzintn':ent
=" POSTAL SERVICE. System -

What's Message Change User’s Send Us Main Logout
New Board Password Guide Feedback Menu <
=3
B privmer Fridly Version
Appointment information
CONF ORY I REFRESH LIFDATE QRY-ADD QRY-M0D
MAILER: IET 8RR RE DONNELLEY (CORF I 630-322-6729 DARLENE GIEBS
FACILITY: 382 MEWMPHIS BRC CANCEL: r

DATE:  0LM9/2002 CONF NO: 382 0703001 OPEN PREF TIME: |10
LOAD:  PALLET

HOURS 1 2 3 4 5 6 7 8 910 111213141516 17 18 19 20 21 22 23 24
DOSZIELE
AVAILABLE

SELECT HOUR i
sscks: iz Travs:fon PARCELS: [0 PECES: [0
TRAYPALTS: 25 FLATPALTS: [0 PARCLPALTS: ) SACKParTs:[d
PALTPOS: [0
cLASS: [Standerd ¥] TRALERNO:[  CARRERID:[
FREIGHT COMPANY, | TRIPID l— DROP: l—
sovmant:[ aovmamz[ aovmana[

COMMENTS: =
E

CONFORY | REFRESH | UPDATE | QRv-ADD | QRvMOD

At this point you will be able to modify the appointment if needed. Once the appointment is displayed,

click the [GR¥MOD | pytton. Examples of how to modify appointment information start on page 37.

2 Appointment Close Qut | The Appointment Close Out feature is used to view arrival information

Page 39 of 76



Drop Shipment Appointment System Web (DSAS Web) — Mailer User Guide January 2002 Update 3 (Draft)

for a specific appointment. Only facilities may enter close out

information.
Drop Shipment
= | UNITED STATES
B Appointment
- | POSTAL SERVICE . System
What's Message Change User’s Send Us Main Logout Note: Mailers can On/y view the
New Board Password Guide Feedback Menu e status of appointments with this
Appointment Close Qut | feature.
QUERY | BACK | REFRESH |
CONFIRMATION HO : I AFPT. DATE :
MAILERID : HAME :
The button takes you back
FACILITYID : HAME :
TRUCK ARRIVAL DATE : | TIME : [ to the page that originally linked
UNLOAD START DATE : | TIME : | to the Appointment Close Out
UNLOADENDDATE: | M | page, which could be either the
INTEGRITY COMMENT: . .
I DSAS Main Menu or a particular
INTEGRITY C:ODE: | Good =l TRAILERNO: | . )
report contained in the Report
STATUS :
=] | Selection feature.
COMMENTS : | LI
QUERY | Back | REFRESH |
The [ REFRESH  putton clears all screen fields, which allows you to enter information for another

appointment without returning to the original screen.

Type in a confirmation number to view the status of an appointment.

[~ UNITEDSTATES

L—"| POSTAL SERVICE.

System
Main
Menu

Send Us
Feedback

‘What's
New

User's
Guide

Message
Board

Change
Password

Appointment Close Qut |

Drop Shipment ~.
Appointment

Logout

OUERY | BACK | REFRESH |

QUERY | BACK | REFRESH

CONFIRMATIONNO:  [382 0927003 APPT. DATE
MAILERID : HAME :
FACILITY [D HAME :
TRUCK ARRIVALDATE: [ TIME [
UNLOADSTARTDATE: [ TIME [
UNLOADENDDATE: | TIME [
INTEGRITY COMMENT: |
INTEGRITY CODE: [Goos =] TRALERWO: [
STATUS
COMMENTS

| 3

Click the button, and the following screen will be displayed.
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Drop Shipment
Appointment
System

User's Send Us Main
Guide Feedback Menu

‘.?“ UNITED STATES

| POSTAL SERVICE.

What's
New

Message
L

Change

Logout
Password <

Appointment Close Out |

QUERY | BacK | REFRESH |

CONFIRMATIONNO:  [38Z 0927003 APPT.DATE: 09/29/2001 04:00
MAILER ID ; 618RD HAME : RR DONNELLY
FACILITY ID - BZ MAME : MEMPHIS BMC

TRUCK ARRIVALDATE: [ TIME : [
UNLOADSTARTDATE: [ TIME : [
UNLOADENDD&TE: | TIME : [

INTEGRITY COMMENT: |

INTEGRITY CODE [Good & TRAILERNO: [

STATUS : OPEN NOSHOW: [

COMMENTS : | ﬂ

QUERY | BacK | REFRESH |

To display the mailer profile, click the mailer name (for example - RRDONNELLY ) link.

For assistance with the Mailer Profile feature, see the Mailer Profile section of this User Guide on page
62.

Drop Shipment
Appointment
System

.?.‘ UNITED STATES

|~ | POSTAL SERVICE.

What's Message Change User’s Send Us Main Logout
New Board Password Guide Feedback Menu
Mailer Profile
MAILERID:  [616RD NAME : [FR DONNELLY
ADDRESS - [123 MaiN
CITY : [ANYWHERE STATE [CT  ZIP +4. |0B0G0
CONTACT NAME {JOE SMITH
TITLE : IManager

FPHONE NUMEER : IE’IBEI-E’IEIB-EIE’IBEI FaX NUMEBER :IBEIEI-EIBEI-EIBEIB

EMAIL ADDRESS |N/4,
PERISHARBIE: N (Y or M)

COMMENTS : |
BACK | REFRESH |[ UPDATE |
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Slot Availability (7 Days)

3 Slot Availability (7 Days) | The Slot Availability (7 Days) feature allows you to view the number
available time slots for a seven day period for a selected facility ID,

start date, and load type.

Drop Shipment
(<= UNITED STATES Appzintn?lent
|—"| POSTAL SERVICE . System

What's Message Change User’s Send Us
New Board Password Guide Feedback

Slot Availability (T Days)

FACILITYID : | =
START DATE : [09/26/2001
LOADTYPE: [PALLET -1

HOUR 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24

QUERY I FOURTYFPES |

Note: The start date will default to the current system date and the load type will
automatically default to pallet.

To view the slot availability (7 days), enter a facility ID, start date, and load type as shown on the following
screen.

Drop Shipment
(<= UNITED STATES Appzintn?lent
L | POSTAL SERVICE. System

What's Message Change User's Send Us
New Board Password Guide Feedback

Slat Availabifity (T Days)

FACILITY ID - [382 =
START DATE : [09/26/2001
LOAD TYPE : [PALLET -

HOUR 1 2 3 4 5 6 7 8 9 1011 12 13 14 15 16 17 18 19 20 21 22 23 24

QUERY I FOURTYPES
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Next, click the button, and the following screen will be displayed.

Drop Shipment
Appointment
System

.?-' UNITED STATES

f SAIEL AT ES
|~ | POSTAL SERVICE .

What's Message Change User's Send Us
New Board Password Guide Feedback

Slat Availability (T Days)

FACILITYID : |3BZ E HNAME : MEMFPHIS BLC
START DATE : [09/26/2001
LOADTYPE: [PALLET 5]

HOUR e e i e R A Ol ] ()] ¥] S 152 3 BT LY ST S RS o) FAT U ) ] S DR D A B0 1
WEDNESDAY BB BB AR R R TR R BRI ]
THURSDAY Bod B B o B B H 7SS0 R X R R o B R B
FRIDAY S R et T B R T B Brar B Beasd Bl 8
SATURDAY T SRR S Bl R o B e R R o dodog 8 -8 8 8
SUNDAY BB Bua RSt Bl TiaaRuraei e B e g
MONDAY Bodo g B oH BB B TSR R s R Kt o B e 1
TUESDAY B B B @8 B B 8 T B B BB 8
PATLET LIMIT : LION: 8,000 TUES: 0,909 WED: 0,900 THR: 3,000 FRI: 9023 SAT:0.054 3UN: 5000

QUERY I FOURTYFES

You can also view the 4 types of slot availability for the same facility ID by clicking the | FOURTPES |
button. For assistance with the Slot Availability (4 Types) feature, see the Slot Availability (4 Types)
section of this User Guide on page 44.
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Slot availability (4 Types)

o Slot Availability (4 Types) | The Slot Availability (4 Types). feature aIIowg. you to view the available
slots for all load types at a facility for a specified day.

Drop Shipment
Appointment
System

== UNITED STATES

~"| POSTAL SERVICE.

What's Message Change User's Send Us
HNew Board Password Guide Feedback

Slot Availability (4 Types)

FACILITYID ;| =i
DATE : [01/07/2002

PALLETS

HOURS1e s 3 o e Sais G B i uns ] RSl ] 2] 3] o se] SEN] Gl ] 8] QU s ] B 2 8 AR e
BEDLOAD

HOvRs 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24
Parcel Post or D&P

HOvURS 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24
SPEEDLINE

RS el e b e bR i et s L T B B e e Lot s ol B e a1 e L il pded e

QUERY I SEVEN DAYS |

Note: The date will default to the current system date.

To view the slot availability (4 types), enter a facility ID and a date as shown on the following screen.

Drop Shipment
Appointment
System

=] UNITED STATES

[ e AT
L~"| POSTAL SERVICE.

What's Message Change User’s Send Us
New Board Password Guide Feedback

Slot Availability (4 Types)

FACILITY ID: [362 =
DATE: [01/0772002

PAILETS

HOUR 1 2 3 4 &5 6 7 & 9 10 11 12 12 14 15 16 17 18 19 20 2] 22 23 24
BEDLOAD

Houvms 1 2 3 4 5 o6 7 & 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24
Parcel Post or D&P

HONUR S =81 St P T e e B G e R e O o] e 2] TSR] SR Sa] GRg]Sra] SRl O 2R 2] S sty gy
SFEEDLINE

HUOTH SE8] S A i | s S T s s 0 ] ) S 1 ] ] R S A ST S ] s ] Qs e ] e XEed ) 4

QUERY I SEVEN DAYS

Click the button. The following screen will be displayed.
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Drop Shipment
Appointment
System

=] UNITED STATES

|~ | POSTAL SERVICE.

What's Message Change User’s Send Us
New Board Password Guide Feedback

Slot Availability (4 Types)

FACILITYID : [387 = MAME : MEMPHIS EMC

DATE : ID‘I,.’D?,I’EDDE

PALLETS

HOUR 1 2 3 S0 G nnneTbon & 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24
SLOTS 2 B E B 2 o R v ek s

BEDLOAD

HOURE 1 2 3 4 5 6 7 8 9 1011 12 12 14 15 16 17 18 19 20 21 22 23 24
SLOTS ] s R 2 e | 7 ) R Qe R )

Parcel Post or D&P

HOURS 1 2 3 4 5 6 T 8§ 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24
SLOTS 2 2 fmior) SRion ek R ek Al gl

SPEEDLINE

HOURS 1 2 3 4

un
o
-1
-]
L=

10 11 12 13 14 15 16 17 18 19 20 21 22 23 24
SLOTS R R s AR 0D R 7 Rl R o) DR R

QUERY I SEVEMN DAYS |

You can also view the 7 days of slot availability for the same facility ID by clicking the | SE¥ENDAYS |
button. For assistance with the Slot Availability (7 Days) feature, see the Slot Availability (7 Days) section

of this User Guide on page 42.
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Report Selection

5" Report Selection |

The Report Selection feature allows you to view various reports
for selected criteria.

Drop Shipment
Appointment
System

.?,I-' UMITED STATES

'-rf | POSTAL SERVICE.

What's Message Change User’s Send Us Main
MHew Board Password Guide Feedback Menu
Report Selection
Work Reports
" Appointment Calendar
" Daily Schedule

& Open Appointments
Appointient Status Reports

" Appointments hMade

" Appointments Cancelled

" Appoimntments Mo Show

" Appointments Clozed

FACILITY ID:[382 Bg MAILERID: 613RR
AREAID: | DISTRICT ID]
FROM DATE08/12/2001 THRU DATE:[09/30/2007

REQUEST REFORT

Note:  Your mailer ID will automatically be populated.
Note: When you enter a from date (mmddyyyy or mmddyy) and hit <TAB>, the system will format the

date for you. When you hit <TAB>, the thru date will automatically be populated with the same formatted
date.
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Work Reports (Appointment Calendar)

& Appomtment Calendar

The Appointment Calendar feature allows you to view daily totals of
appointment trays, sacks, and letters for a particular month by
USPS area and facility.

I.?;.I-' UMITED STATES

=" | POSTAL SERVICE .

Drop Shipment
Appointment

System
What's Message Change User’s Send Us Main
New Board Password Guide Feedback Menu
Report Selection
Work Reports

Appointment Status Eeports

& Appomtment Calendar
" Daily Schedule

" Open Appointments

" Appointments Made

" Appomtments Cancelled
" Appointments Mo Show
" Appointments Closed

FACILITY ID:I E MIAILER ID: 615RD

ARES ID:

FROM DHTE:I THEU DHTE:I

[ DISTRICTID]

REQUEST REFORT

Note:  If you do not enter a from date and a thru date, the system will default to the current month.

Click the |

REQUEST REFORT | button.

The following screen will be displayed.
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Drop Shipment
= UNITED STATES J\pp.;int:l‘:ent
L—~"| POSTAL SERVICE . System

Message Change User's Send Us Main
Board Password Guide Feedback Menu

Logout
BACE

- September 2001 >
Select an Area and Submit

T '
2 3 4 S 6 7 3
9 10 11 12 13 14 15
16 17 138 19 20 21 22
23 24 25 26 27 28 29
30

Note:  The current day of the week is shown in red.

Select a USPS area from the drop down box and click the "SUBMT| putton. The following screen will be
displayed.

Drop Shipment
=] UNITED STATES Appzint:::ent
|~ | POSTAL SERVICE. System

Message Change " Send Us
Password Feedback

Logout

- September 2001 >
ALLEGHENY

Select a Facility and Submit 1
SUBMIT
: 3 4 5 s d B
b 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30

Select a facility from the drop down box and click the [8USMT | button. The following screen will be
displayed.
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[S=| UNITED STATES :;opziﬁm::ﬁm
|| POSTAL SERVICE . System

Message Change User’s Send Us
Board Password Guide Feedback

MEMPHIS BMC
SOUTHEAST - August 2001 >

Select a Facility and Submit

MEMPHIS BMC - 382 hd Ly & 24 i
51 Appts 51 Appts A6 Appts 23 Appts
SUBMIT D56 Pallets 520 Pallets 714 Pallets 208 Pallets
9,400 Pieces 2,500 FPieces 122,396 Pieces 4,950 Pieces
SOUTHEAST v 7 Sacks B Sadks 1527 Sacks (233 Sacks
51 Trays 1,037 Trays
=UBMIT S 6 7 8 2 10 11
15 Appts a7 Appts 22 Appts 32 Appts G4 Appts A6 Appts 28 Appts
124 Pallets G426 Pallets 226 Pallets 279 Pallets Ga5 Pallets [F76 Pallets 262 Pallets
4,000 Pieces 3,950 Pieces 4,000 Fieces A.500 Pieces (3,023 Pieces 35,442 Pieces 4,500 Pieces
S Sacks 2 Sacks 2 Sacks 2 Sacks 2 Sacks
11 Trays 33 Trays 23,000 Trays
12 13 14 15 16 17 18
16 Appts 35 Appts 24 Appts 35 Appts 96 Appts 38 Appts 20 Appts
221 Pallets 348 Pallets 276 Pallets 691 Pallets 568 Pallets 500 Pallets 360 Pallets
4,450 Pieces 4,000 Fieces A.500 Pieces 500 FPieces £.260 Pieces 5,500 Pieces
2 Sacks 28 Sacks 2 Sacks 2 Sacks 2 Sacks
A6 Trays 11 Trays
19 20 21 22 23 24 23
8 Appts 26 Appts 38 Appts 39 Appts a7 Appts 49 Appts 26 Appts
138 Pallets 202 Pallets 267 Pallets A72 Pallets 757 Pallek 714 Pallets 233 Pallets
7,400 FPieces 4,450 Pieces 94,133 Pieces 4,500 Pieces 2,950 Pieces 5,500 Pieces
2 Sacks 2 Sacks 24 Sacks 4 Sacks 102 Sacks 42 Sacks
12 Trays 803 Trays 195 Trays
26 27 28 29 30 31
14 Appts =39 Appts 23 Appts 45 Appts G2 Appts A7 Appts
209 Pallets 513 Pallets 213 Pallets 285 Pallets £55 Palleks 705 Pallets
2,000 Pieces 7.950 Pieces 5,000 Fieces 2,500 Pieces 7,400 Fieces 5,500 FPieces
2 Sacks 2 Sacks 2 Sacks 2 Sacks 2 Sacks
3,000 Trays A5 Trays

Click any day (example - 14 ) to display the hour and number of appointments, along with the pallet,

parcel, piece, sack, and tray totals. The following screen will be displayed.

Drop Shipment M
I.ﬁ-‘ UNITED STATES Appl;intnF:ent
| { POSTAL SERVICE .
System
What's Message Change User's Send Us Main

Logout
New Board Password Guide Feadback Menu ®

BACE

MEMPHIS BMC

* August 20,2001 ®
| Howr | Appts | Pallets | Parcels | Pieces | Sacks | Trays |
05 1 0 0

2,000 2,000 0

06 2 10 5,028 4,000 0 0
07 2 36 0 0 0 0
s 1 40 0 0 0 0
10 3 34 0 0 3 0
12 4 &7 0 0 0 0
12 4 43 2,450 0 0 0
14 2 0 3,850 1,400 0 0
15 2 35 2,450 0 0 0
16 3 24 4,650 0 0 0
13 1 4 0 0 0 0
21 1 5 0 0 0 0
TOTAL 26 308 20,428 7,400 3 0
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Work Reports (Daily Schedule)

& Daily Schedule The Daily Schedule feature displays a variety of information for scheduled
daily appointments when a specified facility ID is entered along with a date
range.

Drop Shipment
7 UNITED STATES
[ 2| BOSTAL SERVICE Appointment
POSTAL SERVICE. tem |

What's Message Change User's Send Us Main
MNew Board Password Guide Feedback Menu

Report Selection

Logout

Worl Reports
 Appointment Calendar
& Daily Schedule
" Open Appointments
Appointment Status Reports
© Appointments hMade
O Appointments Cancelled
" Appointments Mo Show
O Appointments Closed

FACILITY ID:I E LIAILERID: A1ERD
AREA ID: I DISTRICT ID:I
FROM DﬂTE:I THEO DATE:I

| RECUESTREPORT |

You must select a facility ID, a FROM DATE, and a THRU DATE or either of the following messages will

be displayed. Click the "S85E| button for either message.

/] Application Error Message - Microzoft Internet Explorer  [H[=] E3

Flease Enter a Start Date

CLOSE |

/j Application Error Message - Microsoft Internet Explorer  [Ii[=] E3

Please Enter a Facility I

CLOSE |
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Enter a valid facility ID, a date range and click the |- REQUESTRERORT | pytton.
Drop Shipment
F=:i?[JNfTEI)STﬂTES
'I_-/ { POSTAL SERVICE . Appointment
System

What's Message Change User’s Send Us Main
New Board Password Guide Feedback Menu

Report Selection

Logout

Work Reports
" Appointment Calendar
& Daily Schedule
€ Open Appointments
Appointment Status Reports
" Appointments Made
" Appointments Cancelled
© Appointments o Show
€ Appointments Closed

FACILITYID382 g MAILERID: 613ED
AREA ID: I DISTRICT ID:I
FROM DATE![8/25/2001 THRU DATE:[E/30/2001

| FEQUEST REPORT l

The following screen will be displayed.

Drop Shipment
Appointment
System

Send Us
Feedback

User’s
Guide

Message
Board

Change
Password

3% Download to Excel

-« FACILITY DAILY SCHEDULE »
FOR 02/26/2002
BALTIMORE MD (212)

Hour | I Name Confirmation | . 1?' Palleis | Bedload Trailer [Perish-
Number Tray [Flis|[Prel | Sack |[Sacks|[Tray|[Parcel| D | able

’T|m|RRDONNELLEY(CORPID)|212 nzz:snnaFFlT’?’T| 95 | 0 ’T| 0 | | H

’m| |CmiE:|F*imLmedmg
’T|m|RRDONNELLEY(CORPID)|212 0226005 FFF’T’T| n | 0 ’T| 150 | | H
’E| |'3mi|wmgsmm

[Total [14][45 [0 [ 95 [ 0 [45 [ 150 |

If you click your mailer ID number (example - 618RD ), the Mailer Profile screen will be displayed. For

assistance with the Mailer Profile feature, see the Mailer Profile section of this User Guide on page 62.

If you click a confirmation number (example - 382 0327003 ) ‘the Appointment Close Out screen will be
displayed. For assistance with the Appointment Close Out feature, see the Appointment Close Out

section of this User Guide on page 40.
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Work Reports (Open Appointments)

& Open Appointments The Open Appointments feature allows you to display all your open
appointments by facility.

Drop Shipment
Appointment
System

In%' UMITED STATES

';-"'"# | POSTAL SERVICE.

What's Message Change User’s Send Us Main
New Board Password Guide Feedback Menu
Report Selection
Work Reports
" Appomtment Calendar
" Daily Schedule

& Open Appomntments
Appointment Status Eeports

" Appomtments Made

" Appointments Cancelled

" Appomtments Mo Show

" Appointments Closed

FACILITY ID/| P MAILERID: 618RD
AREA ID: | DISTRICT ID:I
FROM DﬁTE:I THRU DME:||

FEQUEST REFORET

You must select a facility ID, a FROM DATE, and a THRU DATE or either of the following messages will
be displayed. Click the [EL9%E| button for either message.

3 Application Error Message - Microsoft Internet Explorer  [lm] [E3 ; Application Error Meszage - Microsoft Internet Explorer  [H[=] [E3

Please Enter a Start Date MMust Enter a Value For Facility Name

CLOSE | CLOSE |
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Enter a valid facility ID, a date range and click the | EEGUESTEEFOET | button.

Drop Shipment
Appointment

_—
=/ UMITED STATES

~~ | POSTAL SERVICE .

System
What's Message Change User's Send Us Main
Hew Board Password Guide Feedback Menu
Report Selection
Work Reports
 Appointment Calendar
 Daily Schedule

% COpen Appointments
Appointment Status Heports
 Appointments Made
 Appointments Cancelled
 Appontments No Show
 Appointments Clozed

FACILITY ID:ISBZ
AREA [D: I DISTRICT ID:I
FROM DATE:IBH 0200 THEU DATE:IBﬂ 0f20m

| REQUESTREFORT |

© MAILERID: 61ERD

The following screen will be displayed.

Drop Shipment
Appointment
System

.?I-' UMNITED STATES

- | POSTAL SERVICE .

What's
New

Send Us
Feedback

Message
Board

Change
Password

L Back

3% Download to Excel

OPEN APPOINTIENTS
0972702001 - 10/22/2001

| Facility |[Confirmation | Mailer |

e Tk | e [0 ] D::PWIII:::‘!T_}N Sacks Trays [Parcels | or 1% perighable?
MEMPHIS BvC 3820927003 [RR. DONNELLY [s15RD oozezoo | 4 [P [ 0 [0 [ o [ 0 [45 [ He
MEMPHIS BMC 3320923003 |RR DONNELLY [618RD oozt | 16 [ [ 0 [0 [ o [ o0 [36 | Ne
MEMPHIS BMC 3321012001 [RR DONNELLY [618RD 1012001 | 5 [P [ o [0 [ o [0 [4 | N
MEMPHIS BMC 3321016001 [RR DONNELLY [615RD [101ém001 | 12 [ 5 [ 10 [24 [ 50 [ 0 [6 | Ne
MEMPHIS BMC 3321020001 [RR DONNELLY [g18RD 10o0m001 | 7 [B [ o [0 [ o [0 [0 | Ne

If you click a confirmation number (example - 382 0327003

), the Appointment Close Out screen will be

displayed. For assistance with the Appointment Close Out feature, see the Appointment Close Out

section of this User Guide on page 40.
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If you click your mailer ID number, (example - #18rD ) the Mailer Profile screen will be displayed. For a

assistance with the Mailer Profile feature, see the Mailer Profile section of this User Guide on page 62.
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Appointment Status Reports (Appointments Made)

& Appointments Made The Appointments Made feature displays a list of all appointments
made whether or not they have been cancelled, modified, or opened.

Drop Shipment
I"’?“I‘ UNITED STATES ﬁﬂppﬂiﬂt:'ll::Eﬂt
[ | POSTAL SERVICE.
System
What's Message Change User's Send Us Main Logout
Mew Board Password Guide Feedback Menu
Report Selection
Work Reports
" Appointment Calendar
" Daily Schedule

T Open Appointments
Appointment Status Eeports

% Appointments Made

" Appointments Cancelled

" Appointments Mo Show

© Appointments Closed

FACILITY ID:I E MAILERID: 61ZRD
AREA ID: I DIETRICT ID:I
FROM DHTE:I THEU DATE:I

| REQUESTRerPORT |

You must select a from date and a thru date or the following message will be displayed. Click the _cLase

button.

3 Application Eror Message - Microsoft Internet Explorer  [E[m] B3

Please Enter a Start Date

CLOSE |

Page 55 of 76



Drop Shipment Appointment System Web (DSAS Web) — Mailer User Guide January 2002 Update 3 (Draft)

REQUEST REPORT

Enter a date range, and click the |

| button.

f—_ ] UNITED STATES

-_— e
|| posTaL SERVICE.

System

Send Us

What's Message Change User’s

Drop Shipment
Appointment

Main

Logout
Menu

New Board Password Guide Feedback
Report Selection
Work Reports
 Appomtment Calendar
€ Daily Schedule

 Open Appointments
Appointment Status Reports

& Appomtments Made

 Appomtments Cancelled

 Appomtments Mo Show

 Appomtments Closed

REQUEST REFPORT.

FACILITY ID:ISSZ E MIAILER ID: 61ZRD

aREaD: [ DISTRICT ID{
FROM DATE|3/27/2001 THRU DATE [10/22/2001

The following screen will be displayed.

=] UNITED STATES

/ { POSTAL SERVICE .

User's
Guide

Change
Password

Message
Board

¥ Back
3% Download to Excel

EE.DONNELLEY (CORP

Drop Shipment
Appointment <
System

Send Us Logout

Feedback

D) (618RK)

APPOINTIMENTS MADE
1272072001 - 02/26/2002

[ FACILITY CONFIRMATION |, [APPOINTMENT | ARRIVAL |[UNLOAD START|UNL0ADEND‘WHCLE‘CARRER
o[ mNaME | R [ DATE |[TIME | DATE [TIME| DATE ||TIME | DATE |[TIME
[212[EaLTIMORE MD [22 man [o [uem [ s | ~ [~ — [~ —~ [~] \
232 [mEMPHIS ErC [(3z 1zoom [ F [1zeom l—\12fznm1|ﬁ| 1220001 Whmnm [1130]] \
[1az|[ERPHIS BMC [wz gz [w [z = [~ [ = [ = = [=] \
[saz|[EMPHIS BMC [(mz ooz [ w [izonm [ 15 ] [=] [~ =1~ ~ 1
a2 [mEMPHIS BMC [z iz [ v o] s | [~ ] [~ =1~ -1
sz [mERPHIS BMC [z 1o [ v [izam [ 5] [~ ] (== =1 = |
222 [MEMPHIS EMC [ 3z szoom [ o [izmen [ 17 | [~ [~ = 1= ‘
[212 [EALTIMORE MD [ 22 wmenws [ o [mmeme| 15 | [~ ] [— = =] \
212 [BALTIMORE MD [ 22 ozmews [ o [maema| 12 | [~ ] [~ — =1 ‘
@WEMPHISEMC | 38z _n1o0m ,T\mmgm ,T\ |_| |—| |_| ‘
[1az|[ERPHIS BMC [ sz ooz [ o [oumem | 14 ] [=] [~ T=1 \
[1sz|[EMPHIS BMc [ 3z omann [ o [ozzemz | 10 | [=] (= = =] ‘

If you click your facility ID number (example -  3z=

), the Facility Profile screen will be displayed. For

assistance with the Facility Profile feature, see the Facility Profile section of this User Guide on page 63.

If you click a confirmation number (example - 212 0226008

), the Appointment Close Out screen will be

displayed. For assistance with the Appointment Close Out feature, see the Appointment Close Out

section of this User Guide on page 40.
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Appointment Status Reports (Appointments Cancelled)

& Appointments Cancelled The Appointments Cancelled feature displays a list of cancelled
appointments.

Drop Shipment
=7 UNITED STATES
| P e cERUEE Appointment
’ POSTAL SERVICE. System = |

What's Message Change User’s Send Us Main

MHew Board Password Guide Feedback Menu Logout
Repaort Selection
Work Reports
 Appointment Calendar
© Diaily Schedule

© Open Appointments
Appointment Status Reports

 Appointments Made

& Appointments Cancelled

© Appointments Mo Show

© Appointments Closed

FACILITY ID:I E MAILERID: 612ED
AREA T I DISTRICT ID:I
FROM DATE:I THE DATE:I

| mecuesTREPORT |

You must select a FROM DATE and a THRU DATE or the following message will be displayed. Click the
[ewsE | putton.

<} Application Error Message - Microsoft Internet Explorer  [I[m] [E3

Please Enter a Start Date

CLOSE |

Enter a date range and click the [ EEGLESTREFCET 7| button.
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Appointment Status Reports (Appointments No Show)

* Appointments Mo Show The Appointments No Show feature displays a list of appointments that
did not show at the facility.

Drop Shipment
Appointment
System

What's Message Change User’s Send Us e
Mew Board Password Guide Feedback Menu

Report Selection

Work Reports
" Appointment Calendar
" Daly Schedule
" Open Appointments
Appointment Status Reports
" Appointments Made
" Appomtments Cancelled
& Appomntments Mo Show
" Appomtments Closed

FACILITY ID:I E LIAILER ID: 615RD
ARES ID: I DISTRICT ID:I
FROM DHLTE:I THEI DﬂTE:I

REQUEST REFORT

IE UMITED STATES

'.r-"""f | POSTAL SERVICE.

You must select a FROM DATE and a THRU DATE or the following message will be displayed. Click the
[€0sE | button.

/3 Application Error Message - Microsoft Internet Explorer  [[m]

FPlease Enter a Start Date

CLOSE |

Enter a date range and click the |- -BEQUESTRERSRT. | pytton.
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Drop Shipment

_*=| posTaL SERVICE. ;'?spg:‘tment

What's Message Change User’s Send Us Main
New Board Password Guide Feedback Menu

Report Selection

| UNITED STATES

Logout

Work Reports
" Appointment Calendar
" Daily Schedule
" Open Appointments
Appointment Status Reports
 Appointments hMade
" Appointments Cancelled
& Appointments Mo Show
" Appointments Closed

FACILITY ID:I E MAILER ID: IE'I gRR
AREA ID: I DISTRICT ID:I
FROL DATE:I'I 2fz0/z0m THRU DATE:ID'I,-"DZ,-"EDDE

[ ReqUESTReFORT |

The following screen will be displayed.

Drop Shipment
Appointment
System

User’s Send Us Main
Guide Feedback Menu

=] UNITED STATES

|~ | POSTAL SERVICE .

What's
New

Message
Board

Change
Password

Logout

? pack
3% Download to Excel
EE DOMMELLEY (CORP ID) (618EE)
APPODRTITAENTS MO SHIOW
1272002001 - 01/02/2002

| FACILITY | CONFIRMATION |  APPOINIMENT
| m | NAME | NIMBER | DAaTE || TIME
|33z [MEMPHIS BMC | 33z 1ao0002 zmm | os
| 332 [MEMPHIS EMC 38z 1200003 Cmm |13
|33z [MEMPHIS BMC | 3z 1ano01 o | o
332 [MEMPHIS BMC | 382 121002 oot |13

If you click your facility ID number (example - 322 ), the Facility Profile screen will be displayed. For

assistance with the Facility Profile feature, see the Facility Profile section of this User Guide on page 64.

If you click a confirmation number (example - 382 0927003 ), the Appointment Close Out screen will be
displayed. For assistance with the Appointment Close Out feature, see the Appointment Close Out
section of this User Guide on page 40.
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Appointment Status Reports (Appointments Closed)

& :
Appomtments Closed The Appointments Closed feature displays a list of closed appointments.

Drop Shipment
Appointment
System

= UNITED STATES

|~ | POSTAL SERVICE.

What's Message Change UsrT-r's Send Us Main Logout
New Board Password Guide Feedback Menu
Report Selection
Work Reports
 Appointment Calendar
" Daily Schedule

 Open Appomtments

Appointment Status Reports
 Appomtments Made
 Appointments Cancelled
 Appointments Mo Show
& Appomtments Closed

FACILITY ID| B WMAILERID: 613RD
AREATD: | DISTRICT D]
FROM DATE] THRU DATE|

| REcuEsTRePORT |

You must select a from date and a thru date or the following message will be displayed. Click the

[ewesE | putton.

/3 Application Error Message - Microsoft Internet Explorer  [[m]

FPlease Enter a Start Date

CLOSE |
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Enter a date range. Click the [-_FEGUESTRERORT | putton.

Drop Shipment
Appointment
System

What's Message Change User's Send Us Main
New Board Password Guide Feedback Menu

Report Selection

Work Reports
 Appointment Calendar
" Daily Schedule
" Open Appointments
Appointment Status Heports
 Appomtments Made
O Appointments Cancelled
" Appomtments Mo Show
* Appontments Closed

FACILITYID[38Z  Jg MAIERID: 613RD
AREAID: | DISTRICT ID]
FROM DATE]3/27/2001 THRU DATE [10/22/2001

[ REQUESTREPORT |

== ] UNITED STATES

| I e
[~ | POSTAL SERVICE.

Logout

The following screen will be displayed.

Drop Shipment
=] UNITED STATES nppl;intnF:ent
L—"| POSTAL SERVICE . System

Message Change User's Send Us
Board Password Guide Feedback

L# pack

3% Download to Excel

APPOINTMENTS CLOSED
09/28/2001 - 10/01/2001

| MAILER CONFIRMATION APPOINTMENT | ARRIVAL [UNLOAD START | UNLOAD END ‘mﬂCLE MAIL
[D [ NaME | NUMBER | DATE [TIME| DATE |TIME| DATE |TIME| DATE |[TIME INTEGRITY
§18FD |FR.DONNELLY | 332 0928003 |09/28/2001 | 16 |0/28/2001 [16:15 |0os23r2001 1630 oorasrzoot 170 | - | -
§18FD [RRDONNELLY | 382 0923004 |09/28/2001 | 10 |oo/28/2001 |15 09282001 1200 oorsezont [1an0 | - | -
§13FD R DONNELLY | 337 0928005 |09v28/2001 | 10 jos/2/2001 [oso0 |osv2sz001 1130 [osrsrzont 1320 - | E

If you click your mailer ID number (example - 82EE ) the Mailer Profile screen will be displayed. For
assistance with the Mailer Profile feature, see the Mailer Profile section of this User Guide on page 62.
If you click a confirmation number (example - 337 0927003 ), the Appointment Close Out screen will be
displayed. For assistance with the Appointment Close Out feature, see the Appointment Close Out

section of this User Guide on page 40.
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Mailer Profile

Mailor Profile | The Mailer Profile section allows you to update your mailer
information.

Drop Shipment
Appointment
System

-] UNITED STATES

'I.--""'F | POSTAL SERVICE.

What's Message Change Usgr's Send Us E Logout
New Board Password Guide Feedback Menu
Mailer Profile
MAILERID:  [f18RD  NAME: [FR DOMMELLY
ADDRESS : [123 MaIN
CITY - [ANVWHERE — sTaTE:JCT zp+4 000
CONTACT NAME | JOE SMITH
TITLE : |Manager
PHONE NUMEBER : IEI 99-9949-93495 FAX NUMEER :IBBB—EIEIB—EI 494

EMAIL ADDRESS :[MN/A

FERISHABLE: N (¥ or 1)
COMMENTS: |

BACK | REFREZH UFDATE

Note:  Your mailer profile will automatically be populated.
The button takes you back to the previous page.
The _FEFRESH  putton clears all screen fields.

UFDATE

To modify your mailer profile, make the change(s) and click the LWPBATE | putton. The screen will

automatically refresh and display the change(s).
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Facility Profile

¥ Facility Profile | 'I_'he Faci!ity Profile section allows you to query and view facility
information.

Drop Shipment
=] UNITED STATES
L~ | POSTAL SERVICE. gﬁspg:‘tment

Message Change User's Send Us
Password Guide Feedback

Facility Profile

Facityi: [ g TvPE: | DEF =] awNEXOF: [
NAME: |
ADDRESS: |
CITY: | STATE: [ zip+a[
CONTACT NAME: | CONTACT TITLE: |
PHONENUMEER: [ J4HRNUMBER:[  Faxwumeer|
HOURS OPEN: | to ADD WINDOW: [24 =]
COMMENTS: | =
H
DROF SHIPS MONDAY TO FRIDAY : | to | (TWO0 HOUR WINDOW)
DROF SHIPS SATURDAY TO SUNDAY: | to | (ONE HOUR WINDOW)
QUERY I BACK | REFREZH

The button takes you back to the previous page.

The _FEFRESH putton clears all screen fields.
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To display the information for a specified/selected facility ID, enter the facility ID as shown on the

following screen.

Drop Shipment
Appointment
System

=] UNITED STATES

| = —— = =
[~ | POSTAL SERVICE .

Message Change User’s Send Us
Board Password Guide Feedback

Facility Profile

FACIUTYID:  [82 TvpE: [DEF =] AWNEXOF: [
MAME: |
ADDRESS: |
CITY: | STATE: [ zp+a[
CONTACT NAME: | COMTACT TITLE: |
PHONENUMEER: [ J4HRNUMBER:[  FAXNUMEER|
HOURS OPEN: | to| ADD WINDOW: [24 =]
COMMENTS:

| -
DROF SHIFS MONDAY TO FRIDAY - | to | (TW0 HOUR WINDOW)
DROF SHIPS SATURDAY TO SUNDAY: | to | (ONE HOUR WINDOW)

[ uery | Back | REFRESH

If you enter an incorrect facility ID, the following message will be displayed. Click the [ctase| button.

; Application Error Message - Microsoft Internet Explorer [ lj[=] E3

MMust Enter a Value For Facility Name

CLOSE |

Click the button to display the facility profile for the facility ID you chose. The following screen
will be displayed.
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II.%.‘ UNITED STATES

|—"| POSTAL SERVICE .

Drop Shipment
Appointment
System

PHOME NULEBEE: IHD1 -947-7675 24 HE HUMEEE: IBD'I -947-7675

Message Change User’s Send Us
Board Password Guide Feedback
Facility Profile

FACILITY ID: |3az E TYEE: | BMC =] ANNEY OF: |
HAME: [MEMPHIS BMC
ADDRESS: [1921 ELWIS PRESLEY BLVD
CITY: [MEMPHIS STATE: [TN ZIP +4: [38136-2338
CONTACT NAME: [BARBARA 150M CONTACT TITLE: [OPS SUPPORT SPECIALIST

F& X NUMBER: IBD1—947-?E?B

OUERY I EIACKl REFRESH

HOURE OPEN:  [03:00A  t [17:00P ADD WINDOW: [12 7| DISTRICT: 370 ARFA:1H
COMMENTS: TR=53FT/fruit&all LETTER TRAYS assigned to 35lan jl
DROF SHIPS MONDAY TO FRIDAY : [3:004 o [1700P  (TWo0 HOUR WINDOW)

DROFP SHIPS SATURDAY TO SUNDAY: [3:004 o [17.00P  (ONE HOUR WINDOW

If you do not remember a facility ID, you can search for one by the facility name. Click the E icon,

and the following screen will be displayed.
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Select a DSAS FACILITY feature - B

SELECT DSAS FACILITY

Close Windour
-.,.::-
r"‘t“l:-- I

s
Print Facilities

Dizplays the appropriate Facility based upon the
whole or partial Facility Name.

[ sELECTFACILTY | Back |

Enter a whole or partial facility name on the following screen.

SELECT DSAS FACILITY

Close Windour
-.,.::-
I““"__.- !

s
Print Facilities

Dhzplays the appropriate Faciity based upon the
whole or partial Facility Name.

|ATLANTA
[ sELECTFACILTY | Back |

If you enter an incorrect facility name, the Select DSAS Facility message will reappear, and the field for

select facility will be blank. Re-enter a whole or partial facility name, checking for spelling, and click again

SELECT FACILITY

on the | button to view a list of facility names containing your specified facility name.
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If you do not enter a facility name and click on the __SELECTFACITY | button, the following message will

be displayed.

3 Application Error Message - Microsoft Internet Explorer  [H[=] [E3

MMust Enter a Value For Facility Name

CLOZE |

Click the [€L08E| button, and try entering a whole or partial facility name again.

SELECT DSAS FACILITY
Close Windowr
r@?

Displays the appropnate Facility based upon the
whole or partial Facility Mame.

[Tl
[ SELECTFACLTY | Back |

Click the SELECT FACILITY

| button to view a list of facility names containing your specified facility name
as shown on the following page.
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SELECT DSAS FACILITY

Cloge Window
Print Facilities
30Z  ATLANTA BMC

46031 ATLANTA TN
S01AN ATLANWTA BMC ANINEX

303
11508
07716
20071

ATLANTAP & DC

ATLANTIC BEACH
ATLANTIC HIGHLANDS
ATLANWTIC RICHFIELD PLAZA

SELECT FACILITY

| Back |

Select the facility you are looking for, and click on the Facility ID, which is in blue underlined text.

A Facility Profile for that facility will be displayed.

=/ UNITED STATES

—"| POSTAL SERVICE.

Message

New Board

Send Us
Feedback

Change User’s
Password Guide

Facility Profile

Menu

Drop Shipment
Appointment o
System

ANNEZ OF:

TYFE: |BMC 'I

FACILTYID:  [01AN g
MAME: [ATLANTA BMC ANMEX
ADDRESS: 125 VILLANOVA DRIVE
CITY: [ATLANTA

STATE [GA

CONTACT NAME: |ROXANMNE BUTLER

FHOME NUMBER: |4U4—?92-31 26

—

ZIF +4: |30336-2521

CONTACT TITLE: [DROP SHIPMENT COORD.

24 HR NUMEER: |4U4—?92-31 2h

ADD WINDOW: [12 =

DISTRICT: 300 AREA:TH

FAX NUMEBEE: I

HOURSOFEN:  [0530A 1o [22:00P
COMIMENTS:

DROP ZHIFE MONDAY TO FEIDAY

DROP BHIPS SATURDAY TO SUNDAY:

I)ll‘-]'NEX I3 404-344-5661

I o I (TWO HOUR WINDOW
I o I [OWE HOUR WINDCW)
auEry | Back | REFRESH |

H
|

Note:
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Facility Schedule Query

 Facility Schedule Query | The Facility Schedule Query section is used to search facility

schedules.

Note:  The appointment date will default to your current system’s date.

Drop Shipment ™
/S| UNITED STATES Aﬂﬂgiﬂt“ﬁe"t
[~ | POSTAL SERVICE. System - ]

What's Message Change User's Send Us Main
New Board Password Guide Feedback Menu

Facility Schedule Query
FACILITY ID: | = HAME:

APPOINTMENT DATE: IDE—E B-2002

DISPOSITION: O=0Open C=Cancel F=Close N=No Show U=Unschedule Arrival M=Rodified

Logout

BY CONFIRMATION LOAD | PALLET. |
MLE HOUR NUMBER DISP TYPE SACKS TRAYS PRCLS PICES POS LTR FLT PRCL SACE TOT

QUERY I REFRESH

The _FEFPESH  pytton clears all screen fields.

Enter a facility ID as shown on the following screen.

Drop Shipment
== UNITED STATES Appzintnﬁent
|~ | POSTAL SERVICE. System =)

What's Message Change User's Send Us [E Logout
New Board Password Guide Feedback Menu
Facility Schedule Query
FACILITY ID: |21 2 E MNAME:

AFPPOINTMENT DATE: IDZ-Z 6-2002

DISPOSITION: O=Open C=Cancel F=Close N=No Show U=Unschedule Arrival M-Modified

BY CONFIRMATION LOAD | PALLET. |
MLE HOUR NUMBER DISP TYPE SACKS TRAYS PRCLS PICES POS LTR FLT PRCL SACK TOT

QUERY | REFRESH |

/] Application Error Message - Microsoft Intemnet Explorer  [H[=] E3

Must Enter a Value For Facility Name If you should enter an incorrect facility ID,
the following message would be
CLOSE |
displayed.
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Click the _cwese | button, and enter a facility ID.
Then, click the button. The following screen will be displayed.

Drop Shipment
Appointment

o | UNITED STATES

| R LIS
L~ | POSTAL SERVICE.

System
What's Message Change User’s Send Us Main (i
New Board Password Guide Feedback Menu E

Facility Schedule Query

7
BACK

FACILITY ID: |21 2 E HNAME: BALTIMORE MWD

AFPPOINTMENT DATE: IDE-ZE-EDDE

DISPOSITION: O=0pen C=Cancel F=Close N=No Show U=Unschedule Arvival M=Rodified
TOTALS Pallets =154 Sacks=0 Trays=45 Parcels=150

BY CONFIRMATION LOAD | PALLET: |
MLR HOUR NUMBER DISP TYPE SACKES TRAYS PRCLS PICES POS LTR FLT PRCL SACE TOT

Faanile 212 0226006 O P 4 45 140
Eamni 15 212 0226005 O P 45 150 3014 14

QUERY I REFRESH COMMEMTS

Click the - SMYENTS | 1 tton to display comments entered by facilities similar to what is shown in this

example.

Drop Shipment
===/ UNITED STATES Appointment

System

What's Message Change User’s Send Us Main
New Board Password Guide Feedback Menu

Facility Schedule Query
74
BACE

FACILITYID : 212 NAME : BALTIMORE MD
APPOINTMENT DATE :02-26-2002

|~"| POSTAL SERVICE .

Logout

CONFIRMATION
HOUR NUMBER MAIL TYPE MAIL INTEGRITY

12:00 212 0226006 P
COMMENTS:
15:00 212 0226005 P
COMMENTS:
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Mailer Schedule Query

§ Mailer Schedule Query | The Mailer Schedule Query section is used to search mailer

schedules.

Drop Shipment
Appointment
System

What's Message Change User’s Send Us Main
Hew Board Password Guide Feedback Menu

Mailer Schedule Query

=] UNITED STATES

.~ | POSTAL SERVICE .

Logout

To awvoid scrolling through 90 days of data, enter a specific date range.
A spectic postal facility can be queried by entering the factity T

To query appointrnent for all postal faciliies for the past 90 days,
leave facility ID and date fields blank:

FACILITYID: | Bg  MALERID:  618RD
FROMDATE | THRUDATE: |

[T 20RT BY TRIF ID

CLERY FEFRESH

NOTE: Your mailer ID will automatically be populated.

The _FEFRESH  button clears all screen fields.

Note: If you want to view a schedule for a specific facility, enter the facility ID and click the

button. You can also view a schedule for a specified date range by entering a FROM DATE and a
THRU DATE.
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Click the button. The example shown on the following screen is a schedule of all facilities for all

appointments made within the past 90 days.

.'ﬁ‘ UNITED STATES :;upg:'ll::::::'let“t
=" | POSTAL SERVICE. System
What's Message Change User’s Send Us
New Board Password Guide Feedback
& Back
3% Download to Excel
Mailer Schedule Query |
CORPORATE ID : NAME :
MAMTERID : 618RD NAWME : RE DONNELLY
DISPOSITION : (O-Open, M-DModified, C-Cancel, F-Close, I-INo Show, U-Unschedule Arrival)
CONFIRMATION SCHEDULED ARRIVAL  UNLOAD END
NUMEBER DESTINATION DISF TRIF DROFP DATE HOUR DATE TIME  DATE TIME
212 0939003 BALTIMORE WD ) n 0923 3
212 0939002 BALTIMORE WD ) n 03,29 11
212 0925001 BALTIMORE WD o n 03,29 15
212 0929004 BALTIMORE WD i) i 0920 15
212 1011001 BALTIMORE WD C i 10411 3
212 1011002 BALTIMORE WD C i 10411 9
212 1017001 BALTIMORE WD 8] i 1047 17
212 1022001 BALTIMORE WD 8] i 10422 13
3BE 0922004 MEMFPHIS BLIC F i 05,28 10 09f2E 11015 09,28 14:00
3BE 092E005 MEMFPHIZ BMIC F 0 09,28 10 09/2% 0900 09,28 13:30
3BE 0922003 MEMPHIZ BMC F 0 09,28 1a 09/2%  16:15 09,28 17:00
3BE 0927003 MEWMFPHIZ BLIC I 0 020 4
3EZ 1012001 MEWMFPHIZ BLIC C 0 10412 5
3EZ 1016001 MEWMFPHIZ BLIC C 0 10416 1z
38Z 1020001 MEWMFPHIZ BLILIC C 0 10420 7
COMMENTS |
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Click the __SoMMENTS | button to display comments entered by facilities.

Drop Shipment
Appointment
System

n?.ll' UNITED STATES
|'_._,....-"""'| _———
| POSTAL SERVICE .

What's Message Change User’s Send Us
New Board Password Guide Feedback

Lo BACK
3% Download to Excel

Mailer Schedule Query |

CORPORATE ID : NAME :
MATLER ID : 6183RD HNAME : RR DONNELLY
DISPOSITION : (O-Open, M-Modified, C-Cancel, F-Close, N-IMo Show, U-Unschedule Arrival)
CONFIRMATION SCHEDULED ARRIVAL UNLOAD END
NUMBER DESTINATION DISF TRIF DROF DATE HOUR DATE TIME DATE TIME
212 1004001 BAILTIMORE LID 0 1] 10/06 ]
212 1006002 BALTIMORE MD F a 1006 10 1007 0a:00 10/07 10:00
212 1007001 BAILTIMORE LID F n 107 10 107 02:30 10/07 14:00
212 1007003 BALTIMORE MD F a 1007 12 1007 1430 10/07 1200
212 1007002 BAILTIMORE LID F n 107 16 107 16:30 10/07 22:00
212 1002002 BALTIMORE MD F a 10,/0% i 10/08  0F:00 10/08 12:00
212 1002001 BAILTIMORE LID F n 1003 14 10/08 1530 10/0% 1730
382 1006002 MELIPHIE BRIC F 1l 10,06 11 10/06 1400 10/0é 1600
382 1006001 LEMPHIZ BMC F n 1006 13 10/06  11:30 1006 14:00
382 1007002 LEMPHIZ BMC F n 107 f 10/07  0E:00 10/07 17:00
382 1007003 LEMPHIZ BMC F n 107 f 107 02:30 10/0% 0z:00
38Z 1007001 LEMPHIZ BMC F n 107 10 107 10:30 10/07 14:00
382 1008001 LEMPHIZ BMC F n 1003 7 10/08 13500 10/0% 22:00
COMMENTS |
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Appendix A: Icons, Links, and their Usage

These icons and links listed below are frequently displayed throughout many of the screens in DSAS

Web. They were designed as shortcuts to quickly take you to other Web pages, to assist in various

lookups, etc.

Click the USPS logo located in the top left corner of each Web page
L—"| POSTAL SERVICE. and you will be taken directly to the United States Postal Service

== | UNITED STATES

(USPS) Web site. This logo is displayed on each page throughout
the DSAS Web site.

Click the DSAS logo located in the top right corner of each Web

Drop Shipment
Appointment page and you will be taken directly to the DSAS Home page. This
System logo is displayed on each page throughout the DSAS Web site.
'i%g Click the printer icon to print the text/graphics displayed in the active window.
=
E Click the eagle icon to select a facility. If you do not remember a facility ID, you
can search for one by the facility name. For assistance with the Facility Profile feature,
see the Facility Profile section of this User Guide on page 64.
Corporate Mailer users only will be able to see the letter icon.
Click the letter icon to select a DSAS mailer. For assistance with this screen, see the
Mailer Profile section of this User Guide on page 62.
m Click the calendar icon to view and select a date from the on-line calendar.
g _ o . o . .
= Click the Print Facilities link to print the text/graphics displayed in the active window.
Privt Mlescames
CLOSE Click the Close button to close the active window.
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BACK.

AF Download to Excel

<

>

Click the BACK link to go to the previous page.

Click the Download to Excel link to download the data displayed in the

active window.

<p| Printer Friendly Click on this icon to convert the report to a printer friendly

version.

Click the left arrow icon to look at a previous month or day.

Click the right arrow icon to look at a future month or day.

Corporate Mailer Users Only

Click the question mark icon to find out more information about a field or a term
that it is connected to on a screen. This icon indicates that Web Help is

available, and will connect you to additional documentation about a given topic.
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To request access to DSAS Web, please provide the information below, then send this completed form via USPS mail or
fax to the address listed at the bottom of this form. Your e-mail address will be used to notify you of approved access. To
determine which ID will be necessary for your DSAS needs, see the back of this form for ID definitions.

] Request for DSAS Web User ID ] Request for DSAS Web Mailer ID (nonperishables)

4 Request for DSAS Web Mailer ID (perishables) | Request for DSAS Web Mailer ID (perishables & nonperishables)
Please print clearly.
Requestor's Name: Social Security Number:
Job Title: E-mail Address:

Manager’s Name: Social Security Number:

Job Title: E-mail Address:

Company Name: Facility 1D (if applicable): | Mailer ID (if applicable): |Corporate Mailer ID (if applicable)

Department (If USPS, indicate either headquarters, plant or BMC):

Address:
City: State: ZIP+4 Code:
Country (If other than US): Telephone Number: Fax Number:

( ) ( )
Privacy Act Statement

The collection of this information is authorized by 39 U.S.C. 401 and Public Law 100-235, Computer Security Act of 1987. This information will
be used to assign computer access to data and or/files on computer systems limited to authorized persons through the use of computer security
access control products. As a routine use, this information may be disclosed to a congressional office at your request; to OMB for review of
private relief legislation; to a labor organization as required by the NLRA; where pertinent, in a legal proceeding to which the USPS is a party;
to an appropriate law enforcement agency for investigative or prosecutorial purposes; to a government agency where relevant to a hiring,
contracting or licensing decision by the requesting agency; to a government agency in order to elicit information relevant to a hiring, contracting,
or licensing decision by the USPS; to an expert or consultant under contract with the USPS to fulfill an agency function; to the Federal Records
Center for storage; to the Equal Employment Opportunity Commission for investigating a formal EEO complaint filed against the USPS under 29
CFR 1613; and to the Merit Systems Protection Board of Offices of Special Counsel for proceedings involving possible prohibited personnel
practices. Completion of this form is voluntary; however, if this information is not provided, you may not be granted computer access.

| am responsible for Logon/Logoff, all actions pertaining to the use of my assigned logon ID, and will not provide my logon ID to another person.
| agree that access to computer data or files not authorized to me is prohibited. | understand my logon ID may be suspended indefinitely if |
violate security procedures or fail to provide update information for the information listed above whenever | change job positions. | agree that
misuse of a USPS computer system may result in disciplinary action and/or criminal prosecution. | understand that any detected misuse of a
computer system will be reported to the Inspection Service

Requestor’s Signature: Date:

| agree that this logon ID will be used for authorized USPS work within the scope of my organization. | also agree that upon termination of

transfer of the user, | will advise the Computer Systems Security Officer in writing as to the disposition of the computer files and/or data and
logon ID.

Manager’s Signature: Date:
If you have any questions regarding this DSAS Web access request form, Address Management/NCSC Use Only
please contact DSAS Web Technical Support at 877-640-0724 or e-mail us = PyST—
at dncsc1@email.usps.gov; otherwise, forward this completed form by mail | ~°¢ aterib:
or fax to:

DSAS WEB Date Customer E-mailed:

NATIONAL CUSTOMER SUPPORT CENTER

UNITED STATES POSTAL SERVICE NCSC Initials:

6060 PRIMACY PKWY STE 201

MEMPHIS TN 38188-0001

UNITED STATES Comments:
FAX: 901-681-4521 B rostaL service.
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Drop Shipment Appointment System (DSAS) ID Definitions

DSAS Web User ID is an ID assigned to the requestor that allows login access to the DSAS Web site.

DSAS Web Mailer ID is an ID assigned to a specific mailer (company) that grants participation for DSAS. Because
Mailer IDs are automatically defaulted to nonperishables, mailers must indicate whether they are mailing perishables,
nonperishables or both on the front of this form. A DSAS Web Mailer ID does not allow a user login access to the
DSAS Web site. For access to the DSAS Web site, a mailer must request a user ID. A single mailer mailing perish-
ables or nonperishables will require assignment of two user IDs and two mailer IDs.
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